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GENERAL INTRODUCTION

Records Management is the application of systematic analysis and scientific control of
records from their creation through processing, maintenance, protection, and final
disposition. It is the management science of controlling the quantity, quatity, and cost of
records.

The Records Management Section was estabhshed to protect the legal rights of the
Commission and the pubhc, estabhsh an information system, and effect economies in the
creation, maintenance, and disposition of records. The records management program
includes forms management, records management training for managerial and clerical
staff members, records retention, records storage, official file of Commission publications,
and comphance with local and state laws and regulations.

It is the purpose of this manual to outhne standards and procedures for the management,
retention, and disposal of pubfic records by departments and offices of the Commission
and to sewe as a guide in the effective application of these standards and procedures.



CHAPTER 1

DEFINITIONS

Words and terms frequently used in records management work are tisted alphabetically
with general definitions as used in this MANUAL. Distinctions may be necessa~ ;n
specific applications. All terms may not be included here.

ACTIVE (records), current working records or informational records to which frequent
reference is made.

APPRAISAL (records), determining the value of records by studying their relationships
and contents.

ARCHIVAL (records), or archives, (see Historical Records).

CONFIDENTIAL (records), those records which are so defined by law, or which are
restricted to processing or use by specific individuals, antior the contents of which require
special protection.

DISPOSITION (record), a broad term meaning subsequent andor final action on a record,
including storage, transfer, disposal, or retention for microfilming.

ESSENTIAL RECORDS, records which are indispensable to the peflormanca of essential
Commission functions or the presewation of tis legal rights.

FILES SERIES, a mllection of documents, folders, or volumes arranged under a single
fiting system, or that are kept together as a unit be=use they relate to a particular
subject, resuh from the same activity, or have a particular form.

HISTORICAL RECORDS, those records of such significance to Commission or
community development that they warrant perpetual prasewation in original form.

INACTIVE RECORDS, closed files, or records of past actions to which reference is
infrequent, and future informational value of which is negligible.

INVENTORY (records), an itemized tist of records maintained at a given location or in a
given department; also, the volume or period of a patiicular record or recod series.

MICROFILM, a series of negative or positive images to smaller scale, produced by a
photographic process; the process of reducing size or volume of paper records by
microphotography.

NON-CURRENT MATERIAL, records or non-records which are no longer required in the
petiormance of day-to-day duties or administrative activities.
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NON-RECORD MATERIALS, or NON-RECORDS, printed books, magazines, newspapers
and other hbra~ or museum materials made or acquired for reference or exhibition
purposes, efira copies of documents presewed only for convenience of reference, stocks
of pubhcations, acceptances or refusals of invitations or engagements and other personal
business of public oficars, and such other categories as may be designated by the Hall
of Records Commission from time to time.

PERMANENT (records), those records of enduring administrative, legal, fiscal, research,
or historical value meriting indefinite preservation.

RECORD, regardless of physical form or charatienstic, created or received by any
depatiment in pursuance of law or in connedion with the transaction of pubhc business,
and preserved or deemed appropriate for preservation by that depatiment or its legitimate
successor as evidence of the organization, functions, poticies, decisions, procedures, or
operations of such depafiment, or because of the informational data contained therein.

RECORDS CENTER, depositories estabhshed for housing non-current or inactive records,
permanently, temporarily, or pending destruction, regardless of whether the records are
hard copy or microfilm. A remrd center may also house archives.

RECORDS COORDINATOR, an employee of a Commission depatiment, designated by
the Records Manager to assist in carrying out the program in the department.

RECORDS MANAGER, the Commission employee responsible for developing and
administering a continuing records management program for the records of each
department of the Commission.

RECORDS RETENTION SCHEDULE, an itemized description of a record establishing
retention periods and methods and disposition methods.

RETENTION PERIOD, the period of time for which a record must be retained in original
or microfilmed form.

VITAL RECORDS: See “ESSENTIAL RECORDS.
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CHAPTER 2

GENERAL INFORMATION

AUTHORIW

The Records Management Section is responsible for the preparation of records
retention schedules providing for the retention of Commission records of continuing
value and for the prompt and orderly disposal of Commission records no longer
possessing sufficient administrative, legal, or fiscal value to warrant their futiher
preservation.

Records retention schedules and disposal certificates are developed to provide the
basis of authority for retention and disposition of record materials.

Reports on the disposition of records shall be submitted to the Hall of Records by
the Records Management Section.

APPLICATION OF RETENTION SCHEDULES:

All items, files, and file series defined as “records” shall be retained in accordance
with approved retention schedules; no other method of disposition is authorized
under the law.

OWNERSHIP OF RECORDS:

Records made in connection with the transaction of public business or in
pursuance of law are pubtic records and as such belong to the office, not to the
officer; they are the property of the government and not the citizen; they are in no
sense personal property of individuals.

RECORD MATERIALS:

A. The Records Management Program defines the elements that ~ and are
@essential in characterizing items or materials as “records”. The follow~
u records:

1. Materials created or received by any department in pursuance of law
or in connection with the transaction of pubhc business.

2. Materials that are preserved or deemed appropriate for presentation
as evidence of the organization, functions, pohcies, decisions,
procedures, or operations of the department.

3. Materials preseNed because of the importance and value of the
information contained therein.
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4. Records, as defined in the Program, must have at least one of the
above elements.

B. Certain types of materials are not “remrds” as defined in the Remrds
Management Program. These are called “non-records”, or “non-record
materials”:

1. Printed books, mag~ines, newspapers, and other library or museum
materials made or acquired for reference or exhibition purposes.

2. Extra copies of documents presewed only for mnvenienm of
referenu.

3. Stocks of publications.

4. Ameptances or refusals of invitations or engagements.

5. ~her pemonal business of pubtic officers.
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CHAPTER 3

VALUES OF RECORDS

AUTHORIR

The Records Management section is responsible for establishing standards for
effective management of Commission Records, providing for the retention of
records of continuing value, and disposing of records no longer of value to warrant
their further prese~ation.

GENERAL:

A. Records fitems defined as having the necessary characteristics of records,
have varying periods of usefulness. Some records outfive their usefulness
within a short time of their creation. They have served their purpose when
the transaction for which they were created is completed. Other records
retain a value long after creation andor their initial use is over.

B. Values should be considered progressively as they appear in evaluating or
appraising records.

1. Values for administrative, legal, and fiscal uses.

2. Values for the protection of the civil, legal, propem, or other rights
of the Commission andor the pubhc.

3. Values for functional documentation.

4. Values for historical and research purposes.

ADMINISTRATIVE, LEGAL, AND FISCAL USE VALUES

A. Administrative Value - Records are made as administrative aids in
accamphshing the objectives for which the particular depafiment or office
exists.

B. Leaal Values - Records are said to have legal value if they contain evidence
of legally enforceable rights or obligations of the Commission.

c. Fiscal Values - Certain records petining to the financial transa~ions of the
Commission and its depatiments have fiscal value, e.g., budgets, ledgers,
allotments, payrolls, and vouchers. Some of these records retain theirvalue
for extended periods after the end of their immediate use, for protection
against possible legal action or to account for the expenditure of pubhc
funds.
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CITIZENS’ RIGHTS VALUES:

The Commission, or cetiain departments, maybe the “office of reco~ for specific
civic, legal, and property rights of private individuals. The Commission is
responsible for the presewation of the records for whatever period is necessary
to protect these rights. The Commission is not responsible, however, for
maintaining records that incidentally might contain evidence useful to private
citizens or litigants in connection w.th the settlement of disputes in which the Com-
mission itself has no interest, or for satisfying idle curiosity. The records
responsibihty for the Commission in relation to private citizens, then, is one of
protecting rights rather than promoting private personal interests.

FUNCTIONAL DOCUMENTATION VALUE:

Records containing adequate and authentic evidence of a depatiment’s
organization, functions, poticies, decisions, procedures, operations, or other
activities should be presewed. Foremost in this category are the following:

A. Pohcv Records - relating to organization, plans, methods and techniques,
or rules and by which the department carries out its responsibilities and
functions should be presewed.

B. ODerstina Records are the bulk of records accumulating in any department.
They seldom evidence poticy, organization, function, or procedure. A
sample might be presewed to show how pohcies were put into operation,
how procedures were followed, and how problems were met, which are not
reflected in documents at the pohcy level.

c. Housekeegina Records peflain to personnel, fiscal, procurement, and
property control activities. These records contain tittle evidence of import to
understanding the tinctions of the depatiment. The evaluation of these
records usually is affected by related records of the Personnel Office,
Budget Offi~, and Rnance Depatiment. These records will be covered by
retention schedules for these units.

D. Information Records - Publications produced by depatiments generally fall
into two categories:

1. Publications produced in the performance of substantive functions.

Record copies of such publications should be retained only if
basic to a proper understanding of departmental organization,
functions, or pohcy formulation.

2. Pubhcity material produced for informational or promotional activities.

-9-



Record copies of such publications should be retained for
possible inclusion in the archives.

RESEARCH VALUES:

A. Records appraisal for research value is based on the information contained
rather than documentation. Appraisal must rest upon research values to the
historian, political scientist, geographer, economist sociologist, statistician,
and others.

B. Statistical Records areofcontinuing value only iftheycontain signifi@nt
information about individuals, ccprations, etc., preferably on a
mmparative basis. To be significant the information should be of such a
character that it could not be obtained elsewhere and would have value for
a diversity of studies.

1. Masses of raw statistical data need not be preserved after the data
has been extracted satisfactorily.

2. Masses of unusable data need not be retained longer than
necessay to determine their unrehable character.

3. Masses of usable data seldom will be used at all if not used
promptly.

4. Masses of usable data should not be retained indefinitely on the
chance that they may be some day employed.

5. All these considerations apply still more to the data assembled on
apphcations, registrations, and other administrative forms than they
do to data assembled on regular questionnaires.

c. Scientific or Research Records containing data on experiments or
investigations have a value based on their importance to the history of the
program antiorthe conduct of futiher research. Few Co~mission programs
engage in the type of research contemplated by this category. However, to
the extent that some Commission activities do, or might remrd such
information, the material should be held for possible archival interest.

Evaluation of ail research-type records should consider, as discouragement
to excessive retention:

1. Research records may have significance for a particular case,
application, or experiment only.

2. Research records may be intelligible only to the persons who
recorded or prepared them.
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HISTORICAL VALUES OF RECORDS:

Narrative history has been characterized as an account of the way things ~
happen. The pupse of preserving important and unique documents is to provide
future historians with the best account of how impotiant things did happen; at
least, the best that can be provided by present historical and research method.
The most important factor in evaluating historical records is distinguishing between
records of real historical merit and those which are nostalgic or at best interesting
if evaluated on personal, timited, or current taste. A healthy concern for history
encourages preservation for significant rasearch; an unheahhy concern demands
excessive preservations and exaggerates trivia or chance in historical designations.
No standard =n estabhsh a precise balance point for the type, volume, and length
of preservation for many pubtic records. What is valueless today maybe important
tomorrow, and vice versa. The impossibility of precise standards requires
statement of some general principles, however, to guide the identification and
preservation of historical records in order to etiminate from perpetual preservation
a host of items which satisfy only idle curiosity. These cannot be applied with
absolute consistency. Final determination as to historical values usually are made
by a trained archivist. Even then archivists may disagree, and prophecies as to
what future historical scholars may need can be made only in the tight of current
knowledge.

AGE OF RECORDS:

The age of records alone is seldom the determining factor in establishing their
historical values. Many old records are not historical and many current records
may have considerable value for future historical research.

WPES OF RECORDS:

Records of real historical value, or potential historid value, are more frequently
found in some types of records than in others. Some general guidehnes on the
basis of type alone can be estabhshed for this purpose:

A. Executive Records - The records of the departments and agencies of the
executive branch of government constitute the largest volume of pubhc
records, and are those toward which most records management legislation
and effofi are directed. Most items of lasting historical merit probably will be
found in the general files at the higher organizational levels.

Records of historical significance most frequently are kept and found
in smaller record accumulations. This is because important
documents seldom are widely distributed in their original fem.

-11-



Impotiant subject folders in correspondence files of oticials
are a good example of sources of historical documents in
small volume (e.g., minutes of meetings).

B. Legislative Records - All official legislative records i.e., those having a direct
or intirect bearing on legislation, not minor correspondence, routine repotis,
housekeeping items, etc.) are determined to be of historical value until
determined to be othetise by approved Records Retention Schedules.

c. Judicial Records - This petiains to the records of courts and therefore, we
will not concern ourselves with this designation in discussing Commission
records.

VOLUME OF RECORDS:

The volume of records alone bears no direct relationship to their presewation
values for historical pu~oses.

A. Control of volume Dreserved - Control muq be exercised over the volume
of records preseNed. Most authorities and recent experience agree that a
major problem ties in preseNing too much rather than too tittle. “Even the
most convinced advocates of consewation in the historical interest have
begun to fear that the historian of the future cleating tith our own period
may be submerged in the flood of written evidence. The scholarly interest
in records is often in inverse ratio to their quantity: the more records on a
subject, the less the interest.” (Quoted from a pubhcation by the National
Archives.)

B. R8aDDraiSal - Archival holdings require constant reappraisal of what
experience has shown to be unrealistic amumulations. The assuran~ of
routine reappraisal should not be used as a rationalization for ctinging to
accumulations of questionable or no historical meti.

c. The volume of records which will filter into historical presentation will
depend upon a depafiment’s activities, but some overall guidelines can be
estabhshed:

1. Series of records rarely have historical significance.

2. Lone documents merit presewation no more than a series unless
they are impotiant or unique for other sound historical reasons.

3. Reahsm requires an overall maximum on permanent presentations
of about one percent of currently produced records.

4. A small volume of records and well-selected documents is best for
historical research.
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5. The propo~ion of pubhc records requiring pemanent retention
diminishes as other Mnds of documentary materials increase in
quantity (e.g., hbraries, businesses, private individuals).

HISTORICAL IMPORTANCE OF RECORDS:

Importance and uniqueness are historical record characteristics which require item-
by-item or group-by-group identification and preclude broad standards. Some
points can be emphasized to eliminate detailed perusal of large quantities of
materials which will yield tittle of real historical interest.

A. lmDotiance

1. Subject - is the subject of present or future historical impoflanca?

Records on the origins of significant governmental
undefia~ngs should be preserved, at least for further review.

2. Document - Does the record document an important oticial action or
event or provide insights into it?

3. Persons - Do the records pertain to persons of historical significance
individually or collectively, or to important social and community
development?

4. Other Factors - Records pertaining to significant things and events
are sometimes historical.

B. Level of Government - The County level of government produces relatively
few records of long-term historical interest in broad pubtic programs.
Historical interest in these programs generally will canter at the State and
National level and in summary or published sources. Some exceptions:

1. Programs or program innovations in which the Commission has
pioneered.

2. Program apphcations which are unique to the program or which are
not characteristic of counties generally.

c. Other Sources - The importance of retaining pubtic records decreases as
the number and variety of other sources of record information increases.
Libraries, businesses, various organizations, and individuals themsekes
maintain information once available only at court houses and churches, if
available at all. Record information for pubtic presewation should be Kmited
to significant items of general interest or general items of significant interest.
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D. Concentration - Records that represent concentrations of information are
the most suitable for archival preservation, for archival facihties are almost
always pressed for space to house records.

E. Obviouslv Non-historical Materials - The following general groupings do ~
have the characteristics for pepetual historical preservation:

1. Records which are merely old, interesting, quaint, different, unusual,
or some other descriptive term which indicates preservation for
rumination rather than research.

2. Records which would require an exaggeration of trivia or chance to
justify a designation of “historia~.

3. Records of, or pertaining to, particular individuals or employees held
for retention on the gamble that a historian or researcher might some
day find in the records a “missing clue” to some aspect of the fife or
career of an individual who later becomes famous.

4. Records of genealogical value only.
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CHAPTER 4

ESSENTIAL RECORDS
(INDISPENSABLE OPERATING RECORDS)

AUTHORl~:

Specific authority for separate and protected preservation of vital or essential
records of the Commission is not assigned to the Records Management Section
by law. This genaral responsitihty for retention and storage of Commission records
of continuing value infers the necessa~ authority to assure protection of essential
records and documents.

PURPOSE:

This chapter establishes guides and standards for designating a record “essenti#
for pu~oses of duplication and special preservation against natural disasters or
civil disorders.

GENERAL:

Tha exercise of prudence, as well as the Federal Civil Defense Act, requires that
governmental agencies, as pan of their emergency relocation planning, provide
safe maintenance for records which are indispensable to the patiormanca of
essential governmental functions or essential to the presewation of legal rights of
individual citizens. A major task, then, is deciding which are and which are not
“essentia~ records.

APPRAISAL STANDARDS FOR ESSENTIAL RECORDS:

Standards of appraising essential records vary markedly from appraisal for
retention purposes.

1. Essential records must be appraised or evaluated only in regard to their
importance in carrying out emergency functions or protecting legal rights.

2. The selection of essential records is not concerned w.th the archival or
research value of a file.

3. Emergency operations may be carried out without telephones, files, easy
transpotiation, and consutiation.

4. Racords which have no lasting value maybe vital in carrying on the job to
be done at the outset of an emergency or under emergency conditions.

5. Emergency operations may be carried out by others less acquainted with
normal operations, and thus will be more dependent upon records
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information than acquired knowledge. Records inadequate for use by others
are inadequate for emergency purposes.

6. The temptation to earma~ entire series of records for duphcating when on~
a few papers in the file are indispensable should be resisted.

7. Much of what most employees do from day to day would@ be done in an
emergency.

IDENTIFICATION OF ESSENTIAL RECORDS:

[t is difficu~ to imagine the conditions under which emergency functions till be
carried out; it is even more difficuk to imagine which records will be vital in carrying
out the job to be done under those renditions. In identifying essential records,
there are a few types that almost every depafiment or agency evaluates in the
same way.

1. General Administration and Management

a.

b.

c.

d.

e.

f.

9.

h.

Statements of mission in an emergency

Plans and programs for carving out this mission

Delegations of authority

Any pre-drafted regulations or announcements to be issued
immediately upon the outset of an emergency

Actions programs drafted in skeleton forms

Information as to the whereabouts of vital operating records

Information about agency personnel, prope~, and activities sufficient
to provide a basis for damage assessments

SecuriW copies of basic legislation. regulations, and procedures;
(many of these would be te~porarily in~perative in an emergency)

2. Personnel

a. Rosters of employees on the form of a telephone directory or payroll
copy)

b. Rosters of employees’ skills which maybe useful during and after a
disaster
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c. Availabihty of employees for du~ must be determined through a pre-
arranged reporting system, since this cannot be known in advance

3. Leaal Riahts: A distinction should be made between records which support
legal rights re-estabhshable by affidavit and well known to those involved
and records of legal rights maintained by the Commission as the statutory
office of record, particularly if those involved are untikely to know the details
of the remrds. Some examples:

a. Equity of employees’ in retirement funds

b. Earned leave records

c. Land records

a. Periodic summaries of financial status

b. Records of significant amounts of money due the Commission

c. Records of certain debts owed by the Commission (e.g., bonds,
purchasing and procurement records generally would not be
considered essential records for preservation by government, there
being an assumption that the seller should presewe what is needed
to prove his claim)

d. Records of loans made by the Commission, if any

5. Pubhc Services

a. Engineering drawings

b. Explanations of complex utihty processes

c. Lists of supphes of items and materials not eve~here available

d. Maps, showing locations of utilities, distances, etc.

ANALYSIS OF ASSIGNED MISSION:

A. Determination of indispensable records for activities pecutiar to individual
agencies must be made by the depadment in the tight of the emergency
mission for which it is responsible.

B. The records designated as essential will be influenced greatly by whethec
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1. The emergency mission is simply a continuation of a normal, non-
emergency program under emergency renditions, or,

2. The emergenW mission is a new or differing program which is not
a normal fundion of any existing agency.

c. For emergen~ missions which largely are continuations of a normal
program, the agency w.11need security mpies of these records showing the
current status of the program.

1. Location of stocks of medial and other supphes

2. Records and plans of building constmdion

Items essential under 2 and 3 above are those vital for repair and
rescue work as well as for determining the relative safety of
structures still standing.

3. Records and plans of pubhc utihty systems

4. Summary information necessary to continue and expand a going
program.

D. For emergency missions administering a program which is not a part of
normal Commission functions, the agency will want to safeguard:

Background material as to how the work was done in previous
emergencies or how it should be done. These materials often are
available in printed or published form. They are important in getting
the program off to a fast and effedive stati.

a. Forms used, reports required, regulations, and procedures,

b. Cntiml evaluations of the success of comparable prior
programs.
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CHAPTER 5

DISASTER RECOVERY PROGRAM

Every business and industrial facihty should be prepared to cope with the hazards and
disasters of today’s complex world. Storms, fires, explosions, sabotage and civil
disturbances, all pose continuing threats. Without a current emergency operations plan
that details who, what, when and where, complimented with operating procedures for
coping with emergency situations, the capability to respond and recover form an
emergency could be seriously impaired.

A. Are You Ready for Disaster?

Isyourfacility (plant, shop, ofice building) ready for disaster? How should you
prepare? mat kind of disasters might occur? Floods? Hurricanes? Explosions?
These are only a few of the questions which must be answered in order to develop and
implement an effective plan to cope with such disasters.

In analyzing and assessing the vulnerability of individual facilities, you must
consider environmental, indigenous, and economic factors. Thes&arebasesfo~

1. Estimating the likelihood of damage, either by direct effects or by indirect
effects resulting from dependency on a facility damaged elsewhere;

2. Making plans for protective measures within individual facilities or
complexes of facilities to minimize damage and casualties; and

3. Reviewing insurance policies for liability and coverage.

For planning purposes, you must assume that most disasters considered likely will
arrive with very httle warning, have a rapid development, and have a potential for
substantial destruction. The likelihood that the kinds of disaster events cited would ever
strike your company may be very small; but you should have’the capability to react, cope
with, and recover from any emergency situations that could occur at your location. The
following discussion of specific hazards also includes some survival tips for protecting
people, equipment, and other company property from the direct effects of these hazards.

B. Preseason Storm Preparedness Measures

For those areas that experience seasonal storms such as hurricanes, tornadoes,
heavy snow or icing conditions, and flooding, make the following preseason preparations
as appropriate to the size of your facility:

1. Contact your local government or the National Weather Service and learn
winter storm warnings that pertain to your areas.

2. Inform employees of storm safew rules.
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3. Establish a system for early release from work and “employee stay-home”
announcements.

4. Designate flood evacuation and snow emergency routes and place
identi~ing signs within the yard areas of the company facilities.

Flooding

If your community has a history of recurring floods, the communi~s minimum
requirement is to establish continuing communications with the National Weather
Service. For example, flood forecasts and warnings should be telephoned to the local
police headquarters or some other centralized facility at agreed-upon periods. The
location of your ofice with respect to potential flooding is critical and planning must be
done accordingly. Therefore, you should contact your local and/or State Emergency
Management Agency to determine vulnerability of your office’s location and to obtain
information and maps, where appropriate, and other details pertaining to flood plains and
other flood prone areas.

Move Records and Eauipment. Placing items up off the ground onto shelves and
tables may provide enough clearance to prevent damage from minor flooding. In
multistory buildings, items can be moved to an upper level. Relocation to another facihty
may be required if the expected flood water elevation will be more than 2 or 3 feet above
the facili~s floor level. In new construction, key pieces of equipment, such as
emergency generators, can be located above an expected flood water elevation by steel
support legs, by bolting to wall supports, or by placement in upper stories or on roofs.
Quick-disconnect electrical plugs can be installed to permit rapid removal and
reinstallation of larger machine~.

FaciliN Fires

Because prompt and well directed action can be decisive in escaping a major fire
.

loss, It IS Important to have in place an orgamzalion to prepare for and conduct
emergency functions. The size, style, and makeup of your office’s emergency
organization will depend on many factors such as building size, the hazard present, the
type and condition of available fire equipment, and the nearness and reliability of the
local fire department.

The biggest single need usually is not personnel and equipment. Most often it is
the ability to respond quickly and to confine the fire to manageable limits before it
reaches the disaster stage. This calls for a prefire plan of action for mutual aid response
by existing local fire organizations. Where such plans exist at the time of a large fire, the
emergency usually is manageable, with hfe and property loss held to a minimum. For the
safety of employees, install a fire alarm system with automatic notification to the local
fire department and smoke detectors; adequately mark fire escapes and assure that they
are accessible at all times; post evacuation plans in prominent areas throughout the
building; conduct periodic fire drills; and install a fire suppression (water sprinkler)
system where practical.
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Hazardous Materials

Several thousand chemicals and other hazardous materials in daily use can cause
an emergency which would affect a substantial number of employees and others in the
neighborhood of the facility. These effects could include massive injury to the eyes,
respiratory system, and skin; massive contamination of a communi~ explosions; and
fires. Facility officials should ensure that etireme care is taken in the use of hazardous
materials in all processes, production stages, storage, and shtpment. Management
should also be aware of their use in neighboring facilities.

Post throughout the building a plot plan indicating the location, hazardous
properties, and characteristics of individual chemicals and their potential hazardous
reaction to each other. Your plot plan will organize most of the basic information needed
to make response decisions for onsite hazards and will be valuable for both planning and
for operations when an incident occurs. Provide a copy of this plot plan, including
location of storm drains, shutoffs, hydrants, etc., to the local fire department along with
a company calldown list of who to notify during an emergency in nonworking hours.

c. Identifying and Protecting Mtal Records

VITAL RECORDS--those necessary to ENSURE ~ SURVIVAL ~ BUSINESS
constitute a small part of a company’s records, usually no more than 2 percent.
Therefore, it is important that vital records be given maximum protection from eve~
disaster. Indeed, for some businesses the information contained in their records is the
single most valuable asset. The loss of processing and trade secrets, drawings,
formulas, and the like could easily end a prospering business.

mat Records are Vital?

mat records ~ a company have in order to function? This varies depending
upon the type of business; i.e., manufacturing, financial, institutional, and so forth. But
there are certain fundamental records vital to any corporate organization; for instance,
the incorporation certificate, the bylaws, the stock record books, ownership and leasing
documents, insurance policies, and certain financial records.

Selectina Records to be Protected

The vital records protection program is an administrative device for safeguarding
vital information, not for presewing existing records. Management begins to protect vital
records by systematically determining what information is vital and which records contain
this information. If a record contains vital information, it should be protected against
every possible peril. But, if a particular record does not contain vital information, it has
no place in the company’s vital records protetilon program-~ven though it may have
other value to the company.

The following procedure is suggested for analyzing a company’s vital records:
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A middle management project team analyzes a company’s vital records
information needs in four steps. (The logical team leader is the company records
manager. )

w. The project team classifies company operations into broad functional
categories. These categories will be different in each company, but in general they
should include at least:

Finance: bill payment, account collection, and cost accounting.

Production: research, engineering, purchasing, and related activities.

General Administration: personnel, legal, tax records, public relations, and similar
staff activities.

~. The project team determines the role of each funtion in an emergency.
Not every current company function and activity will be essential to prompt postdisaster
recovey. Some activities must be suspended during the recove~ period; some can be
eliminated completely despite possible inconvenience. If elimination or curtailment of an
activity after a disaster will restrict the company’s ability to restore some essential aspect
of its operations, then that activity is vital; the information needed to maintain it is also
vital and should be protected.

-. The proje~ team iden~fies the minimum information that must be readily
accessible during a postdisaster emergency to assure that vital functions perform
properly. For instance, to stabilize customer account collections, it may be necessa~ to
have the most recent account statement of the outstanding balance at the time of the
disaster as well as a record of subsequent purchases and payments. Or, to clarify field
parts invento~ conditions, it may be necessary to have access to a copy of the most
recent sales agents’ reports. (This step may disclose that some of the records needed
in an emergency are not created in the routine of daily business. In such a case, a
system should be developed to assure that these records are available for possible
postdisaster use.)

W. Finally, the team iden~fies the pa~cular records that contain this vital
information and the departments in which they are, or should be, maintained.

In today’s society, the majority of vital information is processed by computers and
captured on the distinctive media associated with electronic data processing or on
microfilm. In some businesses, however, certain vital information must be maintained
as hard copy paper records. The same planning considerations should be given to
protecting both kinds of vital records.

Protecting Mtal Records

V!tal records may be protected by dispersal of duplicated copies or be secured
in protected onsite or offsite storage. The dispersal of duplicate vital records lends
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greater assurance that the information needed to reconstitute the business afier a
disaster would be available in an undamaged location. Mile onsite storage in fireproof
files, vaults, or safes may be acceptable for temporary storage of vital documents and
records, a significant disaster could damage or destroy the buildings. Offsite storage in
a vital records facility located outside the risk area offers the advantages of quick
retrieval from a single location, security, air and humidity control, and trained staff.

Prior to determining the best method for protecting vital records, consider the
hazards to which your site, buildings, and computer equipment are vulnerable and the
consequences an emergency resulting from these hazards would impose. Figure 3 lists
some of the possible consequences that could be expected from individual hazard
threats.

Safeauardina Utal ComDuter Information and Records

Effective proteti]on of vital computer information is more complicated than
safeguarding paper vital records for the following reasons:

1. Formerly dispersed information is consolidated, which intensifies its
exposure to possible destruction or compromise. Paradoxically, this
consolidated information becomes, through remote data transmission
equipment, more accessible to more people. Greater accessibility to this
information means greater chances for compromise and the introduction
of error.

2. The data processing medium is extremely vulnerable to a wide variety of
petils; fire, water, diti, static electricity, transients (surges) over electricity
and telephone lines, and hazardous chemical gases, to name a few. Even
a sharp blow through careless handhng can rearrange and render
worthless the magnetic data impulses that it records.

Other reasons why effective protection of the vital information is complicated are

1. Information transmitted over a distance for remote computer processing or
handled by a computer service bureau is out of the company’s direct
control and custody for an extended period of time.

2. The computer and the physical area in which it is located must be
protected along with the vital information which is so closely linked to it.

3. The adequacy and validity of the programs used to process this information
and related computer operations documentation must be safeguarded to
assure the usefulness, currency, and accuracy of the basic information.

Much of what already has been said about selecting and protecting vital records
applies to records processed by a computer. Many of the general measures taken to
protect vital data processing operations and records are measures that ordinarily should
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be taken to assure the general eficiency of the computer and its use by the company.
However, procedures used to protect vital data processing records must be compatible
with the information system design policies and the computer programming concepts
used by the company.

In protecting paper or microfilm vital records, it is necessary to safeguard only the
record itself. In contrast, in protecting vital data processing records there are three
distinctive elements: (a) the computer facility, (b) the physical data processing media,
and (c) the inherent integri~ of the information itself.

If the computer facility is located in an urban high-rise controlled-environment
building, consider the possible fire effects of two basic building construction features: (a)
Heat circulation openings between the efierior and interior building walls may encourage
fire to spread by breaching fire walls, and (b) sealed windows may intensify heat buildup
by offering no openings through which it might dissipate naturally.

Safeauardin~ Data Processing Media

Data processing tapes and disks containing vital information may be protected by
placing them in specially insulated records containers which have been approved by
Underwriters Laboratory for temperatures up to 150°F. Underwriters Laboratory does not
certi~ a fire door that will protect the contents of a records vault or file room at 150°F
during a fire. Thus, data processing media containing vital information can only be
physically safeguarded by placing them in specially insulated records containers.

Mtal records magnetic tape files and the computer programs used to process
them can be provided with additional protection by copying them in card image form onto
duplicate tape reels to be dispersed for storage at a geographically remote company
operating location. The principles behind protecting paper vital records by dispersal apply
here as well. To avoid possible fraud, these dispersed tapes should be placed in the
custody of the internal auditor at the location where they are stored. mere data files are
updated periodically, three generations of the file can be retained–the current version
and two previaus ones. The grandfather (oldest) version of the vital records file is stored
offsite until replaced by a later version. men the vital information file is maintained on
a disk file, a snapshot (complete copy of its contents at a specific time) is made
periodically by copying file content onto a tape. The two oldest snapshot tapes are
stored offsite until replaced in turn by later snapshots. In both instances, these offsite
stored tapes can be used with related transaction records to reconstruct files damaged
in a disaster or by computer processing errar.

Assurina Information lnteari&

The integrity of computer processed vital records is maintained by limiting data
access to authorized users and then by careful control over data input and user file
access, program content revisions, and computer facility operating practies. In each of
these areas, some protection will be provided by normal data processing management
practices. However, special attention should be given to their impact on computer
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processed vital records.

1. ln~ut and file access. Input data editing routines can be designed to detect
and automatically reject spurious information. Mtal records processing
programs also can be designed to limit selectively user access to key file
segments and to restrict user ability to modify certain types of information
in the file. In addition, the resident supervisor or operating system program
should maintain a log inaccessible to assigned computer operators. This
log should routinely record programs processed, files used, computer
operator assigned, and travel use rate and elapsed time. Mere the
computer facility services a data transmission network, this log also should
record user terminal identification, and the type of inquiry made. Computer
facility supervisors and, company securi~ officers should review the log
jointly at least once weekly and investigate questionable inquiries and
apparent irregularities.

2. Proaram content revisions. Computer programs used to process vital
information should be fully documented. A current copy of this
documentation should be stored offsite with the dispersed file copy tapes.
Programs purchased or leased from another company should receive
protection equal to that given to company-developed programs. Programs
from outside sources may have been adapted in some way to the
company’s specific data processing needs. Documentation incorporating
all the necessary features for such an adapted program may be difficult or
impossible to obtain from the supptier on short notice. Company computer
facility operating policies will determine full documentation file content, but
the program segment of it should encompass at least the following: A plain
English narrative description of what the program does; definition of
transaction content block or program logic diagrams; decision tables
source coding; assembly listing; a register of checkpoints, error messages,
interruptions, together with restart and recovery instructions; and a
description of input, output, and transaction processing controls.

D. Maior Plannina Considerations for Emeraencv Operations

From the foregoing and your own deliberations, it is apparent that the
development of an emergency operations plan involves a variety of activities that cannot
be defined here altogether explicitly. Certain planning considerations (direction and
control, alert and warning, and the protection of employees and company equipment and
facilities) will require attention whatever the emergency. These planning considerations
tend to be intewoven with variations that depend somewhat on the particular
combinations of hazards that threaten the company. For planning to be truly
mmprehensive, it must be based on the considerations cited, with additional attention
given to unique characteristics of pertinent hazards.

Successful emergency and disaster preparedness is the business of cleating with
whole sequences of undesirable events. mile in some instances all you may be able

-25-



to do is warn personnel to hasten evacuation and attempt to get more outside help, it
isvaluable to recognize as many of the potential complications that might arise as possible.

Evacuation. The goal of this function is to evacuate people and move resources
(equipment, supplies, inventoy) out of threatened areas. Evacuation is an expedient
option that depends on sufficient warning time to get away from an impending disaster.
An assortment of evacuation options should be available to the decision maker that are
tailored to the different types of hazards. The plan should establish clear and detailed
procedures for carrying out complete or partial evacuations from buildings, the facility
site, or an entire area in an organized and consistent manner. ~ile the functional
procedures for an area evacuation include ingredients of a major plan, they are an
integral pati of the company’s overall emergency operations plan. Therefore, it is very
important that evacuation planning be coordinated with all other elements of the
company emergency operations plan as well as with the government authorities in the
respective communities involved.

Identifying the individual responsible for issuing evacuation orders and how
they will be announced?

An alternate EOC site to serve as a backup if the primary EOC is not able
to function?

Identifying the personnel assigned to the EOC for emergency operations?

Describing EOC functions, layout, concept of operations, duties of staff,
use of displays, and process to bring the EOC to full readiness on a 24-
hour basis?

Protecting resources (essential personnel and equipment) during disaster
situations?

Emer~encv Services. Implementation of the plan depends on the availability of
trained personnel. Emergency services for security, firefighting and rescue, medical and
health, and engineering should be geared to the size and complexity of the facility
involved and to the problems likely to arise. In many business and indust~ firms-
emergency duties can be assigned to teams from the regular mmpany organizations.
In this guide the individuals that perform emergency services are identified as emergency
response team (ERT) members. They form the nucleus of the operating forces that will
be called upon to accomplish vital jobs during an emergency. ERT duties may require
one or two individuals at a small facility or involve several dozen people in a large
organization. (It is always safer to have teams of two or more.) Large size is not
necessary to be effective--preparations for the functional response is nemssaw. Two
major benefits derive from an ERT: a faster response time and a greater technical
knowledge of the company’s facilities, processes, and materials. The latter attribute will
enable the ERT to deal with emergency tasks with optimum effectiveness. ERT members
should develop quick reaction checklists for their specific tasks in the event of an
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emergency. The ERTs colledlvely perform the sewices that allow the company to react
to and recover from disaster events. The teams also are involved in implementing
evacuation operations.

Emeraencv Information. This functional activity should increase employee
awareness of hazards and provide active channels for informing and advising them about
appropriate actions before, during, and after emergencies. Effective collection and
dissemination of information will help to control rumors and minimize dysfundlonal
responses. Plans for developing and disseminating information materials on
preparedness, safety measures, evacuation procedures, etc., should be covered. Con-
sideration should be given to establishing procedures for dealing with the media during
an emergency in case the company’s facifity is affected by a disastrous situation.

_ Direction and control of ERT personnel during operations?

_ Designating a representative for each ERT to report to the EOC to advise
decision makers, to coordinate with other operating forces, and to direct
and control the team response?

Storing fire control equipment where it will be accessible despite direct
hazard effects (earthquake, fires, etc.)?

_ Assuring that team members know how to operate rescue equipment?

_ Advising decision makers about the risks associated with hazardous
materials?

_ Arranging transpotiation for vital records, supplies, and equipment.

_ Ensuring that vital records are evacuated?

_ Identifying critical equipment to be evacuated and explaining how and by
whom it will be moved?

_ Describing the alerting and communication systems for signaling
impending or immediate evacuation for each ~pe of evacuation your facili~
requires?

Identifying and protecting valuable and sensitive tools, instruments,
machine~, and materials? Precious metals, original drawings and
blueprints, and vital records should be plamd in locked storage or moved
to safer locations if needed and time permits.

Precautions, as necessary, to protect equipment during shutdowns and to
preserve it over extended periods of nonuse?
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Maintaining drawings showing locations of utility key valves, switches,
feedlines, and hazardous areas?

Backup electrical power to the EOC and essential production lines?

Preparing and maintaining a resource list that identifies source, location,
and availability of earthmoving equipment, dump trucks, fuel, etc., to
support disaster response/ recovery operations?

Damage assessment reports?

Restoring utilities to critical and essential facilities?

Postdisaster repairs and restoration of facility and

Sanitation services for emergency facilities?

Maintaining adequate water supply after shutdown for drinking, firefighting,
..-

decontamination, and sanitation-?

General. (The following may not be applicable to every emergency service.)

Does your plan or checklist have provisions for

Maintaining current notification/recall rosters for each ERT.

Obtaining appropriate equipment, and protective clothing (as necessay)
for ERT members to perform emergency tasks in a hazardous material,
chemical, environment?

Assuring that ERT members understand how and when to use response
equipment, and protective clothing?

Establishing a routine for team members to check for contamination

Standard operating procedures for each response team describing how the
team will accomplish its asaigned tasks and how it will deal with the
various hazards?

Entering into mutual aid agreements with other private sector companies,
State and local government sewica agencies, and volunteer agencies?

A plot plan (site plan, map of buildings and grounds) including: Utility
shutoff locations, water hydrants and mains, storm drains and sewer tines,
fences, gates; natural gas, chemical pipelines; name of each building; and
street names and street number directions?
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_ A building plan (floor plan for each building) including: room layout
indicating the materials to be typically found in each room or area, with
notes on quantities and storage containefi alarm (and detector) locations--
with file on equipment specifications and maintenance; fire extinguisher
locations; exits, stairs, elevators, escape routes; sprinkler layout and
control point HVAC system control point (mechanical room, boiler room)
and notes on control for smoke ventilation and air distribution system; and
notes on type of construction of walls, floors, and roofl
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THE DISASTER AREA

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

Fire extinguisher should be available.

Reduce temperature to 50-60 degrees and 40V0 relative humidity. Do not add heat
until air circulation and dehumidification has been established.

Fungal and bactetial organisms and the fumigants are health hazards.

Precautions such as vaccinations, respirators, face masks, and safety clothing
may be necessay.

Remove contaminated materials from the area.

Fumigate any records that show signs of mold or fungus.

Remove wet furniture, rugs and trash as soon as possible.

Stop flow of water.

Remove all magnetic media and determine location of back-up.

Photographic records should be closed off and installation of gas etilnguishment
system. (Halon).

Be careful of hazardous contamination; asbestos insulation and electrical systems
and fixtures containing PCBS. IF CHEMICAL CONTAMINATION OCCURS-
EVACUATE AREA UNTIL AUTHORIZED TO RETURN.
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FIRE DAMAGE

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

Caution when opening file cabinets. There is danger of delayed ignition and flash
flames (up to 3 days later).

Fragile records-enclose in mylar folder and copy on office copier, then discard
original.

Magnetic images can be distorted or obliterated by levels of heat and moisture.

Buy fireproof storage units that are rated for magnetic media

Prevention-Clean equipment regularly, keep area dust-free and do not store paper
near equipment. Do not store combustible material in the area.

Check media labels for legibility.

Prepare damage assessment report.

DV tapes-drain excess water from reels, check the hubs, separate tape flanges
and hand dry with lint-free cloth.

Clean media. Use tape cleaner, never use a tape drive. Remove cleaning blades
from cleaner.

Temperature of 125-300 degrees (fire) can cause serious damage.

Ashes and smoke are harmful to media and equipment.

Do not use fireproof file cabinet for magnetic media.
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1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

WATER DAMAGE

Will damage photographic, magnetic media and data proc. equip.

Contaminants result from mud, smoke and residue.

Recovey not always successful.

Wtal records should always be stored away from originals; back-up disks and
media.

Never use water-soluble pens esp. with accounting records.

Do not use inexpensive magnetic media.

Check quality and stability of paper and printing methods.

Steel file cabinets do not provide protection.

Fireproof cabinets protect paper not photographic & magnetic medias.

Irreplaceable records should be stored in one-hour fire-resistant file cabinets.

Freezing data buys you time but d~s not dry.

48-60 hours to complete salvage of wet records-without having to cope with
restoration problems.

60-72 hours-bacterial & fungal growth are likely.

Fiche dupes prior to 1970 cannot be restored.

Within the first 24 hours photographic matetials will become sticky and adhere to
each other-color dyes will begin to fade.

Magnetic media can not be used until cleaned and dried and their protective
coverings or containers replaced. Rust may appear.

Water spots can cause equipment damage and loss of data.

Fungal grotih will destroy media and cause loss of data.

Water will damage file cabinets.

After 2-3 hours the breakdown damage begins.

Wet records are heavy-caution opening file cabinets.
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22.

23.

24.

25.

26.

27.

29.

30.

31.

32.

33.

34.

Wet records expand and deform file cabinet.

Move into dry area - spread to d~.

Give color film the highest priority - clean & d~ immediately.

Keep film wet and after 60 hours freeze.

Add formaldehyde to water to stabilize emulsion layer of film and to inhibit mold
formation.

Add salt to water to strengthen emulsion layer.

Add ice to water to keep below 67 degrees - DO NOT USE DRY ICE.

Wash off mud and other contaminants

Keep film wet while transporting it to lab.

Inks used 011 mylars are vulnerable to damage.

Blueprints and sepias are water soluble.

Original linens will lose sizing and dissolve inks and dyes. KEEP IN PLASTIC
ENVELOPES.
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DISASTER RECOVERY HANDBOOKS

1. Federal Emergency Management Agency (FEMA), Disaster Plannina Guide for
Business & lndust~, Washington, DC, 1987.

2. Peter Waters, Procedures for Salva~e of Water-Damaaed Libraw Materials,
Washington, DC, 1975.

3. Julia N. Eulenberg, Handbood for the Recovew of Water Dama~ed Business
Records, Prairie Village, Kansas, 1986.

-34-



CHAPTER 6

NON-RECORDS

AUTHORl~

Non-record materials may be disposed of by the public official having custody of
them when deemed no longer necessa~ for the operation of the ofice.

NON-RECORD MATERIALS:

A. Matetials defined by law as non-record are listed in Chapter 5, General
Information. In clarification of, and not in expansion of, the general
categories of non-records established by law, the following items are
administratively determined to be “non-record:

1.

2.

3.

4.

5.

6.

7.

8.

9.

Printed books, magazines, newspapers, and other items received for
informational purposes and retained for reference purposes only,
regardless of the source from which purchased.

Other materials made or acquired for reference or exhibition
purposes, including displays, posters, maps, charts, models, and
pictures which are not of documentary or historical significance.

“Reading file” copies of correspondence.

“Tickler,” “follow-up,” or “suspense” copies of corresponded=.

Duplicates of documents maintained in the same file or series of
files.

Extra copies of printed or processed materials of which o~cial
copies have been retained for record purposes.

Extra or carbon copies of documents or correspondence prepared
for informational purposes or circulation, the original of which may
be assumed to be in the appropriate oficial files (e.g., sender and
addressee).

Stocks of publications, processed documents, and forms in excess
of reasonably projected needs, whether the stocks result from
purchase or are Commission initiated.

Privately purchased books, publications, correspondence, and other
records and materials pertaining to personal matters.
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B. Materials not appropriate for preservation because they lack documenta~
and/or informational value might include items which are accumulated ;n
processing or producing records, but do not acquire record character
themselves. The following ordinarily may be considered non-records:

1. Preliminary or intermediate drafts of Ietiers, memoranda, reports,
maps, or other papers, and preliminary worksheets and informal
notes that do not represent significant or basic steps in the
preparation of record copies of documents.

2, Letiers of transmittal which do not add any information to that
contained in the transmitted material. (The use of letters of
transmittal is discouraged; noting the date of transmittal on the
sender file copy should sufice. Letters of transmittal, and
particularly descriptive ones, tend to detract from the transmitted
material and reduce tikehhood of Its perusal.)

3. Memoranda or other papers that do not serve as the basis or as
significant steps for oficial actions.

4. Shorthand notes, including stenographic notebooks and stenotype
tapes which have been transcribed or will not be transcribed.

5. Informal memoranda, informational memoranda, or other documents
which do not serve as a basis for oficial action.

c. The most diticult area in distinguishing records from non-records is that of
carbon or efira copies of documents. Two questions should be applied:

1. How important is it?

2. Is the original readily obtainable elsewhere?

SEGREGATION OF NON-RECORD FROM RECORD MATERIALS:

Department personnel are responsible for establishing and maintaining files in
such a manner as to segregate easily non-record from record materials.

AUTHORl~ TO DISPOSE OF NON-RECORDS:

Non-record materials may be disposed of when deemed no longer necessary for
the operation of a particular department by the Depatiment Head and the Records
Management Section. Heads of departments and such subordinate personnel as
may be designated by them, are authorized to dispose of all non-record items in
their custody, subject only to individual department requirements and such
Commission requirements as the Records Management Section may determine.
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NON-RECORD RETENTION SCHEDULES:

Items and files determined to be “non-record” are exempt from the legal
requirement of retention schedules.

PERIOD OF NON-RECORD RETENTION:

Non-record materials usually should be disposed of immediately upon expiration
of their usefulness for reference or informational purposes.
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CHAPTER 7

RECORDS SCHEDULING

AUTHORIW

The Records Management Section has express responsibility for the preparation
of records’ retention schedules for the retention and disposal of Commission
records.

The Records Retention Schedule is a legal document authorizing specfic
disposition at special intewals, and in most cases requiring it. Its approval
assumes disposal of inventories in excess of those authorized, and emphasis is
on continuing application. The Records Retention Schedule, therefore, will be
prepared by the Records Management Section and will contain no reference to
inventories other than annual accumulations. Proper completion and action on
the Records Retention Schedule are the basic elements of the records retention
aspects of the Records Management Program.
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AETENTION SCHEDULE - MNCPPC

DESCRIPTION

JOTE ALL RECORDS NOTLISTED
!RE CONSIDERED NON-RECORD
70PIESAND MA YBEDISPOSED OF
MHEN NO LONGER NEEDED.

.
aeneral Cofre srsondence File

+Ie consists of original incoming,
:opies of outgoing and information
:opies of letters, memoratia, blle-
tins, reports and other meteriel ar-
‘anged by subject.

Aoenda and Nnutes

:ontains proceedings of meetings.

Planning Board

- Park Commission

- Executive Committee

- Commission Meetings

- Dept. Heed

Employee Management
Conference Board

Employea Advisory Council

- Closed Sessions (ofebove listed
maetings)

fl-RETENTION PERIOD “

Retain permanently all,;orrespon-

dence pertaining to %!,?go~cy and

history of the Commission.

Any other files (day files, tickler,
correspondence) should be kept 1

yaar.

Retain permanently on microfil!l).

Retain uermanentlv on m;:rofilm.

Retain permanently on microfilm.

RetainPermane<,tlV on microfilm.

Ratain permanti<ltly on n icrofilm.

Retain permanently on fiticrofilm.

Retain for 5 years in office.

Retain for 5 Vaars in office.

Retain permaner:tlv.

Oept./Div. Head Office

\

:hairman’s Office

NIA

~ilairman’s Offica

OFFICE OF REcORD

BI-COUNTY

)ept./Div. Haad Offica

4![Sbff

Executive D)r. OffIce

Executive D(r. Ofice

Executive Dir. Office

Executive Dir. Ofice

Executive Dir. OffICe

hecutive Dir. Office

MONTGOMERY CO.

lipt. /&v, Head Office

\ll Stsff

:hairman’s Office

;hairman’s Office

Chairman’s Office

I
2



ETENTION SCHEDULE - MNCPPC

DESCRIPTION

- Back-up Files
(notes and supporting documents
relative to the business of each
meeting.)

. Public Hearing &Meeting Tapes

Financial Disclosure

u - Commissioners

W- AppOinted Officials & Employee:
- PubCc Financial Disclosure
Statements

- Confidential Msclosure
Statements

~-NCPPC Publications

This file contains the record copy of
documentsof presumed lasting value
produced by, for, or about the Mary-
land-National Capital Park and Plan-
ning COmmiasiOn.

~ranscriots of Pubtic Hearin~

c@a ificates of Records Disoosal

Cenificatas of record disposal ara filad
with the Records Management Olvisiol
oftha State of Maryland. Onacopyis
kept in office.

Emolov ee”s Personnel F~d~

files contain all information pertaining
to tha employee’e wor:: record [files
separated into active and inective.)

RETEN”rlON PERIOD

Retain for 6 months in office.

Retain until transcribed, then re-use.

Retain permanently,

Retain permanently.

Ratain copy onmicrofitm.

Retain permanently on microfilm.

Ratain permanently on microfilm.

--Retain Untiltarminationof
employment, microfilm ad keep
permanently in offica.

~On-Care er (Temporary atilntermit-
tent} - Keap thrae years, then destroy.

PRINCE GEORGE’S CO.

:hairman’s Office

;hairmsn’s Offica

;hairmsn’s Offica

)ept, Haad Office

;hairman’s Offica

OFFICE OF RECORD

BI-COUNTY

ixecutive Dir. Ofica

kecutive Dir. Office

kecutiva Dir, Office

,udget & Mgmt. Of Flee
Racords Mgmt.)

udget & Mgmt. Office
Records Mgmt.)

~dget & Mgmt. Office
Records Mgmt.1

‘ersonnel Of fica
[Employee Services
Section)

MONTGOMERY CO,

Ilairman’s Offica

hairman’s Offica

hairman’s OffIce

Iept. Head Of fica

;hairman’s Office

I
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RHENTION SCHEDULE- MNCPPC

DESCRIPTION
-
mrslovme”t A Dolica@S

‘ile contains applications for amplOy-
nant with the M-NCPPC including
Esumea, if aupptied, and record of

lPP1cation review by supewisors for
losition openings.

classifications/Reclass ificat ionq

Vlecontains. reclassification actions,

~PacificatiOns,aalary suways, oenaral
Administration (old policies, proce-
dures,research data, salary cherts,
ItC.),

)eferred Comoeneatioq

\ tax sheltered savings plan

Grievance File

file contains investigative and relatad
material pertaining to griavance filed
bv emploveea or groups of emplovee
regarding anv condition of emplo~
ment.

ParnaoSRecovervFil~

Records of collection actions against

persons who damage Commiaaion
property.

RETENTION PERIOD ‘.

Iatain 3 Vaars then dastrov unless
iEOC, Human Relations or othar Isgal
lroceadings are involved. If so, retain
or seven Vaars, than destrov.

dembars RecordS
ietain permanently in office.
dinutes & CorresoondencQ
{etain permanently on film.
)eferred Compensation Docume n~

Ietain 3 Vears in office.

Retain for three Vears In office or until
griavanca settled, whichever is longer.
Then desttov.

Retain for 4 Vears or for 1 Vear after
collection, and until all audit require-
mante have baan fulfilled, then de-
Sttov,

=NCE GEORGE’S CO.

OFFICE OF RECORD

BI-COUNTY

ersonnel Office
ImploVment & Testing
ection)

ersonnal Office
‘av & Classification
,ection)

ersonnel Office

4dmin. Mgmt. Ofica

Wdget & Mgmt, Office
Nsk Mgmt. Section)

MONTGOMERY CO.



I

R~ENTION scHEouLE - MNcppC

DESCRIPTION

J~u rance PohcieS

CasualW ad Uatihty contracts with
insurance companies, fidebty bonds.

Insurance Litigation and CIaim Filw

Confidential case files of claims snd
suits against tha Commission.

@rance Enrollment Card$

(Group Inaurancal

Emolovee Medical Reco dar

Pra-employment medical exam
reports.

Beco rdof industrial HvQiene Survevq

Technical investigation repom from
Maryla@ OSHA staff ad contiact
professionals re: environmental health
stressors in the work piece.

~9rd s of Emolove e Exoosura to

Wec ific Hazards

MOSHA comphance records for
exposura to carcinogens, and other
hazardous matarials,

Records of Health Claims for Exoosed
Emoloveea

MOSHA comphance records.

RETENTION PERIOO

Retain permanently on microfilm.

Retain until claim or suit is satisfied,
then destroy aftar an additional 5
Vears.

Retain in offica for duration of emplcV-
ment. Upon termination of employ-
ment place record in inactive person-
nel file.

Retsin until termination, then to Person-
nel inactive files,

Retain for five years in office, then
detiroy.

Retain for 40 years or until death of the
emplovee, which avar is soonar, then
dastrov.

PRINCE GEORGE’S CO.

OFFICE OF RECORO

BI-COUNTY

tidgat & Mgmt. Otice
;Nsk Mgmt.)

tid~at & Mgmt. Office
;Rsk Mgmt.)

‘ersonnel Office
[Health & Safety
Section)

Personnel Office

[Health & Safetv
Section)

Personnel Office
(Health & Safetv
Section)

Personnel Office
(Health & Safatv

Section)

Parsonnel Office
(Health & Safa~
Section)

MONTGOMERY CO.

5



RETENTIoN SCHEOULE - MNCPPC

DESCRIPTION

=ers” ComDensat ion Information

m

filB contains claims, physicians”
reports, amplovee’s first repo~ of
injurv.

PO nthlv Premium ReDoRs to Health
Insurance COmoanieS

Third Partv Iniurv Reoorts

Claim file for Insurance Com9snieq

JMedicsl, Oental snd Ufe~

Budaet Preparation file

File includes Budget submissions:
budget instructions; revenue and tax
base projections; legal budget matter:
and special budget analysis.

Aooroved Administrative Practices Fil{

These are approved administrative
pohcies and procedures regarding the
internal operations of the Commission
Filas contain original and published
COPVwith significant related back-
ground papers.

Me tsvstemri Rules & Reaulation~

Official Commission pohcies govarnin

PersOnnel practices and procedures.

RETENTION PERIOD

Retain file permanently in
office.

Retain for the Iangth of policv cover-
age, thendestroy after anadditional
4 Vears.

Retain f~r 3 years, then destroy,
Juvenile-reports, keepageof
majoritV plus 3Vears. Thendestrov.

Retain until all claims are satisfied or

until all audit requirements have been
fulfilled, then de~rov,

Retain inofficefor7 Vaars, thande-
etrov.

Retain one COPVon microfilm perma-
nently.

Ratain permanently.

PRINCE GEORGE’S CO.

OFFICE OF RECORO

BI-COUNTY

Personnel Office
[Health & Safety
Section)

Personnel Office
(Health & Safety
Section)

Personnel Office

(Health & Safety
Section)

Personnel Office

(Health & Safety
Section)

~dget & Mgmt. Office

Administrative Mgmt.

Personnel Office

MONTGOMERY CO.

6



ETENTION SCHEDULE - MNCPPC

DESCRIPTION

~AA ReDo~

A repon provided by the Affirmative
Action Officer that reflects the etstied-
cal profile of the Commission bv race,
sex, and individual depanment.
AdditionellV, the report provides for
information petiaining to the status of
the depatiment attaining their eatab-
Ushed goala bv EEO categorv for
minorities ad femalas.

All materials pertaining to the Risk
Management Program.

Litigation Files/Leaal

Files contain correspondence and
pleadings of coufi actions filed bv the
Commission or against the Commis-
sion.

- Oeedsand Titles topropeflVac-
quired bv Commission
- PropenV Appraisals
- PrOpertVSurveVs
- Right of Ways

RETENTION PERIOD

letain permanently.

Retain for 7 Veara in office.

Inactive files should be retained for at
Iaast three Veara. Important briefs,
pleadings end supporting matarial
should be retained on microfilm
permanently.

Permanertt.

Microfilm, then retain original perma-
nently in office.

PRINCE GEORGE’S CO.

OFFICE OF RECORD

BI.COUNTY

tecutive Ur. Ofice

udget & Mgmt. Office

egal Offica

(ccounting Otice

MONTGOMERY CO.

?galOffica

1
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3

3

RETENTIoN sCHEDULE - MNCPPC
—

OFFICE OF RECORO

description I RETEN1’ION PERIOD r PRINCF cFnRcr.c rn BI-COUNTY i MONTGOMERY CO.
r

.... .. . -- w---- - “v,

eneral Accou ntino Records Permanent. Accounting Office

Joumel Entries and Supponing
Documentation

;han of AccOu”t~
General Ledger
accounting Repofls of General Ledger
Interim and speciel purpose Finencial

Statements
~opies of financial Statements posted

ill Newspapers as Required by
Aticle 28

4udit Repo~s by Internal & Extarnal
Audtor

fesr-End Audit Workpapers

;ash Manane ment Records Retain for 6 years and until all audit Accounting Office
requirements have been fulfilled, then

Certificates of Oeposit and Bank de~roy.
OepOsit slips

Investment Transaction Records
Bank Books, Statement, and Deposit Retain for 3 years, then destroy.

Receipts (R,A,) & Supporting
Oocuments

Pavroll Accou ntinQ Record? Retain for three (3) years and until all Payroll Office

audit requirements hava been fulfillad,
W-2 RepoR of Employee Earnings to then destroy,

IRS
Employee Earnings/Oeduction

Record
Payment Records for All Withholdings
Record of Notification Required by

IRS
Payroll Distribution of Expense Report
Laave Records Permanent
~me Cards Retain for 5 years, then destroy.

8



iTENTION SCHEDULE - MNCPPC OFFICE OF RECORO
—

DESCRIPTION
——.
hiscellaneous Recordq

(dopted Budget Transmitted from
Budget Office

:heck Copies Supporting
Documentation

‘eriodic Financial Reponsto Local/
State Agencies

‘ear End Audit Wokpaper Ftles
lank Reconciliation and Supponing

Workpapers
‘orm 1099, Repon of Paymants to

Vandors to IRS
;anoelled Checks
,abor Distribution Repoti

‘ime Labor Sheets

Purchsaina Record

CopV of Contract Log
Notice of Award
Purchase Order
Purchase Requisitions
3id Tabulation Oocume”ts
Ganeral Correspondence
MFO Director
Purchasing Repona

Materials and Supphes Physical
lnvento~

Repon of Fixed Assets
RepoN of Materials ad Supplies

RETENTION PERI(IO
~~m for three (3) Vesrs snd until SII
Iudit requirements ha~a bee!! fulfilled,
hen destroy,

Vears then dastroy,
~onthlV-2Vears. Yearend -perma-
ent
years then dastroy,

?etain for three (3) Vears or until all
~udit requirements have been fulfilled,
:hen destroy.

letain for three (3) Vears or until all
]udtt requirementshava been fulfilled,
then dastrov,

PRINCE GEORGE’S CO. BI-COUNTY
4cc0untmg Offlce

,udt OWce
ata Processing Office

Urchasing Offica

MONTGOMERY CO.

9



RHENTION SCHEDULE. MNCPPC
—

DESCRIPTION
-
ax Anticinat ion Cen ificate s of Itiem

w

rhese records are promissory notes,
ignad by the Chairman and the
lacrata~-Treaw rer of tha
;ommission.

lecord of Bond Saleq

Iles include marked bOnd~and
edeemad coupons and cremation
;chedule.

rhe register is a record of serial bonds
ssued by the Commission to pay for
and Acquisition and Park Devalop-
nent. Theregister sheets give infer-

mation on each issue, the County of
issue, purpose, dete of issue, interest
ratea, and name of fiscal paying agent

Bonds and Coupons, Paid and
Cancelled

Monthly Cenified Statements
Cramation Certifications
Audits
Other Rapons

Podsn nd Intarast Ledaar Accoun~

These ara the racord of tha Mstory of
all bond issues as to principal and
lntarest payments, and of redemption

RETENTION PERIOO -

Ietain for 5 years after the notes are re-
Ieemed or until all audit requirements
lava been fulfilled, then deatroy,

Ietain until bond redeemed and until
III audit raquiremants hava baen

ulfilled, then dewoy.

Iotain in offica permanently.

Retain for six months after the bonds
are paid in full, than dastrov.

Retain for threa Vaars aftar msturitv
and antrv into Iadgers then destroy.

Retain final entrv ledgers permanently.

Ratain as fong as agreements ara in
effact, then daatrov after 3 Vears if all
funds are fu!ly accounted for.

PRINCE GEORGE’S CO.

OFFICE OF RECORD

BI-COUNTY

ec.-Treasurer”a Office

ec.-Treaaurer’s Office

ec.-Treawrer’s Office

jec.-Treasurer’s Office

3ec.-Treasurar’s Office

Sec.-Treasurer’s Office

MONTGOMERY CO.

I
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RETENTIoN SCHEDULE - MNCPPC

DESCRIPTION

~

Capital Improvement Contracts
Grants
All Other Contracts

Was. fipstilture
Misc. Ravem
Recreational Facitity

Agreements (RFAI
Memorandum of Understsndin(
Other Contracta (i.a. Donations

M-NCPPC Emolov ees’ Retirement

-

Rlea are estabfiahed bv names of
petilcipsnts of the M-NCPPC EmploV-
ees’ Retirement System and include al
documents relsted to emplovee
participation in the system. Docu-
ments SISOinclude those transferred
bv the State Retirement Svstem et the
time of the estabtiahment of the
Commission’s plenend withdrawal
from the Stste Svstem effective July 1,

1972.

Retirement Svstem 00cument*

Fileconsists of audited financial
etetementi, ectuariel valuations, in-
vestment transaction documen~, and
all disbursements bv the M-NCPPC
EmploVees” Retirement SVstem.

~nutes of the Retirement Svsteq

All minutes of the Retirement SVetem
Board Meetings

RETENTION PERIOD

)ermanent
)ermanent

Ietain for 3 Vears, then destrov.
tetain for 3 years, destr
Ietainfor3 vears,thandestrov.

Ietain for 3 Vears, then destroy.
letairl for 3 years,destr
‘ermanent.

Ietain permanently (hard copy or
microfilm).

Retain in office for three Vears or until
BII aUdlt requirements hava tl~an
Iulfillad, then dastroy,

?etain permsnentlv on microfilm.

PRINCE GEORGE’S CO.

OFFICE OF RECORO

BI-COUNTY

iccmntingOWtce

Retirement Office

retirement Offtce

Retirement Office

MONTGOMERYCO.

11
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VENTION SCHEDULE - MNCPPC

DESCRIPTION
~r.

Svste m Eoard Fileq

‘ile contains documentation from

~pPellant, hislher representstiva, the
Commission sttornev, management,
transcript ~f haering is held), and
3osrd’s decision,

RETENTIOiJ PEWOD
—.__— -.———
,eiain pennanentkf on microfilm.

PRINCE GEORGE’S CO.

OFFICE OF RECORD

BI-COUNTY

!srit SVstsm Board
IHlce

MONTGOMERY CO.



RflENTION SCHEDULE - MNCPPC PLANNING DEPT. OFFICE OF RECORD

mcene,”?,fi., I mrTc., T,n., “rm, n” .~ . . . . .. . . . . . . . . . . . . I MONTGOMERY CO. —
“cab”(r , ,“,” ncIciYIIuIw rcn, vu r“lr”uc “=”,.== # v“,

hmendm@s to Zonino OrdinancQ Microfilm and retain microfilm perm~ - Development Review Uvision
md Sub

Development Review

dvision R~ nently in the otitce. Information & Permits

(Zoning Amendment)
Drigbral ametiments as passed.

Ati Work. Plsce Dummies and PlrrcQ
~

Retein in office until no longer needqd, Information Mgmt. Uvision Mapping & Graphics Section

then destroy. (Mapping & Graphica Section)

Camera ready an of individual
pubticatione pages arrdcoloraepars-
tions for maps.

Zonina Book Seoias
Mtc(ofilm all originals thenrvtain Mapping & Graphics Section

These are originala from which zoning
shee:s un?il superseded .and reQlaced

atlas ahaets are produced.
ad then destroy sheats witMrawn.

Wse Number and Street NamQ
~hanaes and Assianmert@

Retain entries until auperaaded and Information OW\ce

then destroy. Information & Permit Review Div.

TNJSfi\e Is a record of assignments of
{Pfopertv Address Section}

and changas in house numbers and
street names, including the name of
the area or subdivision, block and lot
number, name of the owner or
occupant, the old street nama or
housa wmber, if any, the new name
or number, and the date of change.

Changea are made on the refarence
copies of the plats and maps.

Street Names Index Retain until updated or supers!)ded, Information Offlca

Roll file contains street name, block
then destroy.

number, area designation, census
tract, map grid no., and 200 scala
page no.

I

I

N/A

NIA

I
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~ENTION scHEDuLE. MNCPPC
—

DESCRIPTION—

street Pr ofil~

These are approved profiles showing

aPPrOval of all agencies such as DOT
ans WSSC.

Subd ivision Ple~

This ia a file of the original subdivision
platashowing date of approvalby
M-NCPPC end date of filing with the
clerk of the Circuit Court. These plats
are hthoprinted for the subdivision.

These are e pubtic file in book form
and contein all the approved subdivi-
sions in the Regional Dstrict Of
Montgomery and Prince George’s
Counties, filed numerically.

Index for Subdivision Record Plet

w

Maintained by lot, block and suMtvi-
sion on roll file, in alphabetical order
bv subdivision name.

Subdivision House Numbe IS filQ

These are dup~catea of prehminarv
Activision plans.

PLANNING DEPT.

RETENTION PERIOD

etain permanently,

etain permanently on microfilm,

etain permanently.

OFFICE OF RECORD

PRINCE GEORGE’S CO.

NIA

levslopment Review Division

N;A

N/A

NIA

MONTGOMERY CO.

Jrban Design Division

levslopment Review Division

nformation Office

nformation Office

Information Otice

14



RETENTION SCHEDULE - MNCPPC PLANNING DEPT.
—

OFFICE OF RECORO

DESCRIPTION I RETENTION PERIOO ~ PRINCE GEORGPS CO. I MONTGOMERY CO.
—

- Microfilm and destroy hard copy. Oevelopmerrt Review Wtvisian
Retsin permanently,

Urban Design Dlvisiorr

MtePlan files consist of all materials
wbmitted and prepared during steff
eview and Plsnning Board ection on
ndividual plsns. File content in-
:Iudes plan submission documents,
tite development and grading plan,
andscsping plan, steff design
tidies, etaff and agency referrals,
naff reports, pubtic inquirias, enforce-
nant egreamants, end homeowner
)esociation documents,

~na ADDKcations Retain Planning Board file until official Information & Permita - Review DIV. Oavehpment Review O\visiOn

file microfilmed. Retain microfilm
Domplete filas which include tha permanently in office and hard copy

jpp~cation, tachnical staff reports. stored in Racords Centar for 1 yaar.

~~ Retain Planning Board fila until official information &Permits - Review Div. Davelopmant Raview Division
file rnicrofilmad, Retain microfilm par-

Complete files includa tha apptica- manently in office and hard copy stored
tion, maps, tachnical staff raports. in Records Canter for 1 year.

Daoarture from Desion Standards Microfilm and store herd copy in Information & Permits- Reviaw Div.
Records Canter for 1 year. Ratain

Complete files include tha applica- microfih WrmanantlV in office.
tion, maps, technical staff reports,
corraspondance, and Planning Board
Dacisions.

ZoninsrMa w (Atlas) Microfilm all MSOS,then retain sheets Information & Parmits - Review DIV. Information Otice

until superseded and raplace and than
This is tha official zoning map for destrov shee$.swithdrawn.
Prince Gaorge’a and Montgomery

Counties, with any and all amend-
ments.

NIA

I
15



RETENTION SCHEDULE . MNCPPC

DESCRIPTION

=d ucible Street Address Maos

Mapping of all premise addresses in
Ptince George’s and Montgomery
Counties.

Street Add essr Books

Maps at 200 scale include sub
divisions, plst outlines, and address
Information.

Complete files include the apptics-
tions, plats, am technical maff repem

Permt Covei r SheeQ

lnter~epartmental review work sheets
on residential, commercial end use
occupancy permite.

~re-Preliminary and Preliminary
Plats on Subrfivisio~

Applications to create legal wilding
lots; precedes record plats.

Comorahensive Rezonina Files

Official departmental ana Commission
files compiled in tha Comprehensive
Rezoning process. Informationon
briefings, outhnes, chafis, budget and
work program information, administre
tive poticv ad procedure, work
session material.

PLANNING DEPT.

RETENTION PERIOD —-
Retain permanently,

Ratein sheets until superseded
and raplaced, then destrov stteets
withdrawn.

Microfilm ad retain hard COPVin
Racords Center forl Vear. I{atain
microfilm permanently in offica.

Microfilm and deatrov hard copv.
Retain microfilm permanently in
offtce.

Ratain Planning Board file untit Official
file is microfilmed, then destrov hard
copv ad retain microfilm permanel]tlv
in OW)ca.

Ratain in offica of record until super-
seded, then daatrov after threa (3)
Vears,

OFFICI

PRINCE GEORGFS CO .

nformation Mgmt. Division
MappiW & Graphics Section)

nformetion & Permits

nformation & Permits

Development Review Division

Area Plans Division

F RECORD

MONTGOMERY CO.

nformation Office

nfOrmatiOn Office

N/A

NIA

16



RHENTIoN SCHEDULE - MNCPPC

DESCRIPTION

Master Pla”S

General Plan, Subregional Plana, Area
Master Plans, Functional Plans,
Special Treatment Araa Plans and
comprehensive Master Plans, (Origi-
nal taxt matarial, paga-sizad maps,
original a~work for plans, maps,
photographs, etc.)

Sectional Mao Amendments

Correspondence, original text materi-
als, maps, pohcies, repOfls, cOm-
mants, and miscellaneous othar data.,

Fese rvation Plat$

These becoma record plats. Dupli-
catesofrecords incountyoffica. At
conclusion of final survey of a large
piace, these plats reserva from taxes
remainder of property not acquired in
a given yeer, frea from taxas for five
years,

House Number Site Plan File

This file contains detailed drawings of
buildings not identified as lot and
block. Tharaare multiple addressaa
on one piece of property, such as
apafimants, shopping canters and
Industrial. Twocopies- oneinfileam
ona filmed.

PLANNING OEPT.

RETENTION PERIOD —

{etain in of fica until superseded send
to Records Canter :tir parmanent
etention.

{etain permanently on microfilm,
)estroy hard copy.

ietain for six years in Office then
destroy aftar tha reservation has
Expired.

?etain microfilm and Origi”al~ in office,
Permanently.

OFFIC

PR GEORGE’S CO.

nformation Mgmt. Division

(Mapping & GrapMcs Section)

Area Plans Division

Transpotiation & Public Facifity
Planning Division

NIA

‘F RECORD

MONTGOMERY CO.

Mapping & Graphics

development Review Division

nformation Offica

Information Otice

17



mENTION SCHEDULE - MNCPPC PLANNING DEPT. O~FICE OF RECORO

NIA

— “, .

DESCRIPTION RETENTIoN PERIOD PRINCE GEORGE’S CQ.

~eioOment plans and s~hemat

MONTGOMERY CO.

Retainl copype,manently in Zoni”g

~k
NIA Development Review Division

Case file and 1 copy on micro+ilm
permanency.

rhese ere the Officially approvedand
?ianedplans. 2 copies

200 Scale Photonramm etr~ (5f00t Retain in ofllce perm~nentiy. I Information Mgmt, Division Mapping & Graphics
ntervals) (Mapping & GrapMcsSection)

rhese are used as background data

for plans and studies.

*~c Presewetion Ordinance Retain permanently.
molementatioq

z Area Plans Division IEIS)
(Historic Preservation Section)

+storic Resource lnventoW Forms
iistoric Site/O’istrict Public Hearing

Filee
.tistoric Area Work Permit Files
Tax Credit Files
Environmental Setting Files

— 1

18



RETENTIoN SCHEDULE - MNCPPC
—

DESCRIPTION—
Toooara~hic and Park-takina Linq

w

This filecontains: I)pa,k-taKngli”e
maps. Thetopographic maps are
prepared from aerial surveys of the
Stream-Valley Parks and proposad
parkareas. ThemastarcopVison
blue’linen and is usad to prepare
Stream-Vallay SurvaV maps and
Development Plats and Maps which

Brethe worKng capies in planning.
The Park-taking Line Maps are topo-
~raphic maps showing tha extant,
actual or proposed, of park mates and
~ounds. 2) Handdrawn topographic
maps of cartain araas of tha Stream-
ValleVparks. Individual treasara
shown with their circumference ad
popular names. Themapsara soma-
timos consulted in preparing the
Development Plats and maps.

Avocations for Federal Gran~

a. Land& Watar Conservation Fund
Ast.

b. Mamorial Traa Planting Program

Records (Chart shswing .‘ In mem~
of/honor of:’ donor’s name, park
preference, location, number and
varietv of tree, date raceivad from
E&D, nama of nurserv, datas ordarad,
received, planted, E&Dnetified,

aPP~cation nO., monies donated and
tatil.

c. Open Space (HUD) (Title Vllaf
Housing Act Material and applica-
tions.)

PARKS OEPT.

RETENTltiN PERIOD

Microfilm after updated or suporsed~d
anddastr”y hard co~y. Retail}----
microfilm permanemlv in office.

Retain until grant complated, then
microfilm and destrov hard copv.
RetSin microfilm in office permanently

Microfilm and daatrov hard COPV.
Ratain microfilm permanendv in office

Microfilm a,?ddestrov hard copv.
Retain microfilm prmanentlv in Offtce

OFFICI

PRINCE GEORGES CO.

Park Planning

Park Planning

Maintenance & Devalopmant

NIA

F RECORD

MONTGOMERY CO.

‘ark Planning

Park Planning

Park Planning

N/A
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—-
PARKS DEPT. OFFICE OF RECORD

DESCRIPTION

~. Outdoor Recreation Land Loen of
’68. (Program Open Space!

o. Patuxent River Watershed Act.

f. SCS Pubtic Law 986

Land Appraisal Records Oncludes
pertinent correspondence)

Pecord of Perk Prorse~v Survevs

Includes name of owner of property,
park where located, section, parcel,
acreage, name of engineer who made
suwey.

Land Acquisition Survev$

When agreement has been made,
Information as to owner or rough area
of land to be acquired is referred to
Engineer and Design to survey
property, This is than sent to survevol
wittl request for suwev. SuweV
retained for review and approval, with
legal description. After approval, cop)

of plat and the suwey are forwarded t(
Legal Department. The Lagal Depart-
ment arranges with owner to acquire
propertv, to record description and
establish setttament.

Oevelorsment Plans and Wo rking

M

Gra&ng ptans, paving plans, land-
scspe plans, consultants ptans.

RETENTtCN PERIOD.-
Ietain untit loan expiration and for
:hree Vears or until audit compteted.

Microfitm after updated or superseded
snd destrov hard COPV. Retain
microfitm permsnenttv in ofice.

Retain in office until updated or super-
seded, then destrov.

Retain three (3) Vears in office, then
microfilm and keep permanently.

Microfilm after u~ated or superseded
Bnddestrov hard COPV. Retain
microfitm Wrmanenttv in offtce.

Retain in office until survev and acq!isi.
thm complete, then include in record or
park propertv surveva, and microfilm.

Wcrofilm after updated or superseded

and destory hard COPV. Retain
microfitm permanently in office.

PRINCE GEORGE’S CO.

‘ark Planning

~ark Planning

~ark Planning

~ark Planning

>ark Ptanning

Engineering & Design

MONTGOMERY CO.

NIA

NIA

‘ark Planning

‘ark Planning

engineering & Design

‘ark Planning

Engineering & Oesign
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RETENTION SCHEDULE - MNCPPC
—

DESCRIPTION

Iecords of Extens ive Road Buildinq

M

ncludes reviews and approval of
contract, drawings ati swcifications,

Ipproval of btlhng, field inspection and
elated correspondence for major
oadway conatNction projacts.

~torm Orainaoe Plans

jhow whare storm drain terminates
jnd affacts park propetiy.

3ecords of Desian and Construction

3esign and construction of parking
areas, entrance roads, multi-use
:ourts, grad[ng and seeding of ball
Meldsand adjacent road areas.

cost of Recreation Centars DeValOD-
ment Plan*

Includes contract documents.

Stream Vallev Survev MaDs

These maps are prepared from the
Topographic Maps and ara usually
dividad into sections and tha sactiom
enlarged fordetailed planning. They
record property tines and the park
projects asplanned. Thamapsafter
completion are submitted to the
National Capital Planning Commissio
ad to WSSC for approval pursuant t
Subtitla 4, ARicle 28, Annotated tidt
of Ma~lati.

PARKS DEPT.

RETENTION PERIOO

?tain for 20 years after project cOm-
etLti, then destrov.

Iicrofilm after updated or superseded
nddastrovhardcopv. Ratain micro-
Im parmanentlv in office.

etain in office until updated or super-
eded, then microfilm. Destrovhard

OPV. Retain microfilmpermanentlVin
fice.

Ietsin for thraa Vears aftar project

ompleted or until all audit require-
mentshave been fulfillad, than destroy.

Aicrofilm after updated or superseded
mddastrovhardcopv. Retain micro-
ilm parmanantlv in ofice.

OFFICE OF RECORD

PRINCE GEORGE’S CO.

lgineering& Design

ngineering& Design

ngineering& D6sign

‘ark Planning

‘ark Planning

MONTGOMERY CO.

lgineering& Design

lgineering& Design

ngineering& Design

NIA

:nginaering & Design
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—-
PARKS DEPT. OFFICI

DESCRIPTION

Traverse Field Comouta tions and
~

This series of Stream-VelleV park map
record the traverse computations
made in the field and the bench marks
astabhshed bv the wrvevors.

co m“nutationsOf CoOrdinateS

These coordinates wera principally

taken in Rock Creek Park. Coordi-
nates are emplovad in plotting prop-
aflv tines on topographic maps and
axisting buildings and Iandmarka.

Be r~ (NCPC Requirf
mem)

Thesa filas contain maps which are
falated to recreation araa planning an
show topography, survevs, and
davelopmant of the areas.

~ds for Plant Materiala for Parks and

~

Contracts on Bids and Prooosals for

co natructioq

~lue Prints of Cornmission--
Buildinos

~ (Automobiles)

RETENTION PERIOO

Xetain until map updated or super-
~eded then microfilm and dastroy hard

:oPv. Retain micro filmpermanentlVin
Dffice.

Retain until map updated or super-
seded then microfilm and destrovhard
copy. Rataill micro filmparmznentlvin

offica.

Ratain until map updated or super-
seded than microfilm and destrov hard
copv. Retain microfilm inoffice.

Retain in cffica for three Vears or until
all audit requirements have been
fulfillsd, then dewrov,

Retain for three Vaars efter completion
of contractor until all audit require-
ments have been fulfilled, then destrov

Ratain microfilm parmanantlv in offiti
Hard copv kept permanandv at Rec-
ords Center.

Retain until veticle disposed, then
destrov.

PRINCE GEORGE’S CO.

‘ark Planning

NIA

~ark Planning

Park Planning & Oesign

Park Planning & Oesign

Park Design

Supervisor - Equipmant Maint.

F RECURD

MONTGOMERY CO.

!ngineering& Design

engineering & Design

~ngineeting & Design

‘ark Planning& Design

Park Planning & Design

Park Planning

Supawisor - Equipment Maint.
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RETENTIoN SCHEDULE. MNCPPC PARKS OEPT. OFFICE OF RECORO

:

1

,

,

—
DESCRIPTION I OETC&lTlnhl Dcntnn I PRINCE GEORGPS CO. MONTGOMERY CO.-------- . .. . .— ,, L,-, .!, VO. ! -O. *”W

UDeRV Records for Vehicleq Retain until vehicle disposed, then Supervisor - Equipment Msint. Supervisor-Equipment Msint.

destroy.
elders contain Title No., Se,ial No,,
ete of purchase vendor, description,
eer, cost and trede in value, and tO
{horn assigned.

‘eMde Maintenance ReDO@ Ret:lin until vahicle re~laced or until Supervisor-Equipment Maint. Supervisor-Equipment Maint.

all audit rcquirementa have been
filled, then destroy.

Vork Orders/Service Reaueste~ Retain original one year, then destroy. Maintenance & Development Maintenance & Development

‘arkPermit OfficQ

) Receipt books Retain 3 years, then destroy Park Permits Park Permits

I) Key depasit ahps cancalled

) Permit corraspandence
1)Seasonal permit records
) Ballfield records
) Repons of attendance records
II Certificate of daposit ~rsdbsnk shpa
IIMonthly repotis of collections
I Purchase orders copies and
equisitions
1Reservation books - daily

‘rope* Management OficQ

I} Former Tenant files Retain 2 yeara, then destroy PropertVManagement PropartV Management

I) Budgeta~ and financial information Retain 3 Vears, then destrov

c) Records ofinspections, lossea, Retain for 10 yeare, then destorv.
modificatiorssto Commission facilitiaa. Material having continuing legal or
Filed bvfacititv name. administrative value, ratain until value

ceases, thendeawov,

d) Record ofrentrecaived fromand Retain for 5 Vears or until all audit

owed bvtenants. Asrentisraceived requirements have betin fulfilled,

it ia recorded in the general ledger. then destory.
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RETENTIoN SCHEOULE - MNCPPC PARKS OEPT.
—

OFFICE OF RECORD

DESCRIPTION I RFTFNTlnN OGRlnn I PRINCE GEORGE’S CO. MONTGOMERY CO.----- . .
—

. .-.-..,,- ,.. k----- 1

e RecO dsr ~ parkpO~~eOffi~e~ Park Police Offices

) Criminal Repons Retain permanently on microfilm.

) Field Contacts Retain permallentlv on microfilm,

) 1. Pohce emplovee backgrouti Retain 3 Vears after termination of
information employment.

2. Appticant background infer. Ratain 5 Vesra.

1)Juvenila Records (Confidential} .Sealed” when21Vearsold. Keep
parmanantlv in otice.

I UCRRepo@ Retain record copies plus support
data such as monthlv and quarterlv
summaries five Veara then destrov.
Retain annual summaries used as
suppoti data ten Vaars, then destrov.
DestroV non record copies when no
longer needed.

I) PropertV Repotis (found atiatolen) Retain in office for 2 Vears, destrov.

contrabati, evidence) Retain on microfilm.

) Traffic and Parking summons Retain in office for 3 yaars, dastroy.

1)ve~cle repORs (reports on Retain in office until closed, daatrov.

~ stolen autoa or impounded
~ehicles)

h) Stolen Vehicle Repon Retain 3 Vears, then dastrov.

i) Oailv activitv reports Retain 1 Vear, then destrov

~i~;~ UnifOrm Criminal/Civil Retain 3 Vears in office, 5 Vaara at
Records Centar, then deat~ov.

1. Criminal
2. Adult Civil
3. Juvenile Civil

k) Watch Rosters Retain 1 Vear, tt)en destrov.
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RmENTION SCHEDULE - MNCPPC
—

DESCRIPTION—

9

pa k Pofice Recordr s (Cont.)

1)Call for service card (CCN) - Stat
Cerd

m) fingerprint Cards

n) Crime scene photos

0) OM treW\c accident photos

P) Inactive Police Rles

q) Alarm/Radio Logs

~Ical/Archival F}ie8i

Consists of newschppings, photo-
graphs, press releases, historical
correspotience.

PARKS OEPT.

RETENTION PERIOD

lesroy when superseded or obsolete.

‘B1maintains parmanantly,

letain permanently.

letain for 3 Vears, efter date of
bccident, then destrov,

{etsin 2 Vears, than dastrov

letsin 1 Vear, than deatrov,

letsin in office with averitual tranafer.
:0 Records Canter for permanent
atention.

—.
PRINCE GEORGE’S CO.

Park Potice Offices

Hstofian’a OWlce

MONTGOMERY CO.

‘ark Police Offices

+Stotian’s OffIce
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CHAPTER 8

RECORDS DISPOSAL

AUTHORl~:

The Records Management Section is responsible for the prompt and orderly
disposal of records according to approved retention schedules.

DESTRUCTION:

To prevent the disclosure of information, which might be prejudicial to private
persons or the public interest, the records should be destroyed by shredding, or
incineration.
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DEPAR~NT OF GENERAL S CES
STATE RMORDS MNAG~I LLNTER
7275 Waterloo Road (Rte. 175)

P.O. BOX 275
Jessup, kryland 20794-0275

CERTIFICATE OF RECORDS— DISPOSAL

Ol”lst.”., 0.,..”

No.

Auth<
for [

R.t..ll..
ch.d. No. .

‘1.”
,01

It.m
N..

1“.1”11”.
O.I., .lR..wds

Dl,pe,.d .I

PREPARE IN DUPLICATE

Retainona eepyandfowerd
erlgln.1 loebeva sdd,osa

kthd .1
01.,.,.1

Iheroby ccrtJfy that the above Iistodrecwds were disposed of as Indlcatcd.

~
Slq”ol”,. 11119

‘DGS 550-2



RECORD STORAGE

AUTHORl~

CHAPTER 9

The Records Management Section is responsible for organizing and administering
a records storage center for the inactive records of the Commission.

GENERAL:

Central record storage saves valuable operating space and equipment. Central
storage systemizes inactive records for reference purposes and disposes of
stored records at the expiration of authorized retention periods.

PREPARATION OF RECORDS FOR STORAGE:

A. ResDonsibilitv of De~artments: The preparation of records for transfer to
and storage in central records storage centers is the responsibility of the
transferring department. Improper preparation may result in non-
acceptance by the Records Management Section.

B. Storaae Cations and Containers: A standard mrrugated box is available
from the Records Management Section for record transfer and storage
purposes. This box shall be used for all transfers to storage centers,
except when a specific transfer method is approved by the Records
Management Section.

c. Labelina the Carton or Containec Cartons or containers transferred to
central record storage will be identified by authorization number, schedule
number, record year, and box number.

D. Records Transfer: A Records Transmittal and Receipt Form will be
completed for each transfer transaction. The form will serve as a
department receipt for records transferred and will further ident.~ the
contents for reference purposes.

E. Confidentiality of Stored Records: Records stored are pubhc documents
and reference will be provided for any bona fide inquirer. Records defined
as confidential and restricted for reference use, should be noted on the
Transmittal and Receipt Form, even if noted on the approved Record
Retention Schedule.

F. Custodv of Stored Records Direct access is hmited to personnel
authorized by the Records Management Section.
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a RECORDS TRANSMITTAL

AND RECEIPT FORM

FROM: (NAME & ADDRESS) TO BE COMPLETED BY RECORDS MANAGEMENT

ACCESSION NUMBER:
I

(SIGNATURE & TITLE) LOCATION: DEST. DATE:

SIGNATURE:

BOX
NUMBER DESCRIPTION OF RECORDS WITH INCLUSIVE DATES

(FORM 33-REV. 10/87)



CHAPTER1O

REFERENCE TO STORED RECORDS

AUTHORl~:

The Records Management Section is authorized to organize and administer a
records storage center for the inati]ve records of the Commission.

PURPOSE:

This chapter establishes the policies under which, and the procedures by which,
reference may be made to stored records.

GENERAL

Central records storage not only saves valuable operating space and equipment,
it saves time by providing quick reference sewice by personnel trained and exper-
ienced in reference work. Records to which no referral is expected probably will
never get to the storage center. If the central records referral service is not simple
and quick, one of the big advantages and cost savings features of the Records
Management Program is lost. Information reference is provided to improve the
conduct of public business; it is not provided to satisfy idle curiosity.

METHODS OF SECURING STORED RECORD INFORMATION:

The determination that the necessary item of information or document is in a
stored record should be made from the Records Retention Schedule in this
MANUAL. Do not request information from records already destroyed on the basis
of the disposal schedule. Available information should be requested in one of the
following ways:

1. TeleDhone reauests Reference will be provided by telephone:

a. If the requested information is brief and factual.

b. If the document does not have to be seen

c. If a copy of the document is requested.

d. To veri~ availability of a document for personal review.

COPIES OF RECORDS:

To preserve the integrity of stored files, stored records generally may not be
removed from the records center. Copies (photocopies) of records will be provided
when requested, or when the record information cannot be excerpted easily.
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Copies should not be requested for minor items of information.

CLOSED STACKS:

Stored records are maintained in coded locations and are not externally
identifiable to other than Records Management Personnel. Department employees
are excluded from storage areas except upon specific authorization of the
Records Manager.

IDENTIFICATION OF INFORMATION:

Persons requesting information should provide the record authorization number,
box number, and item identification or so much of this information as may be
available.
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CHAPTER 11

INTRODUCTION TO MICROFORMS

AUTHORIW:

The Records Management Section is responsible for administering a Microfilm
Program to insure the protection of essential records and the presewation of
archival records. Additionally, the section is responsible for assisting in the
development of microfilm systems which will increase the e~ciency and economy
of office operations.

CARE OF MICROFORMS AND MICROFILM EQUIPMENT:

The camera microfilm or master negative of Silver Halide is generally stored as
the archival or security copy. This allows the reprodudlon of replacement or
additional working copies should the need arise. Because Silver Halide microfilm
is easily scratched, the master negative should never be used as a working copy.
Working copies produced on Diazo microfilm are much more durable and scratch
resistant.

Deposits of dust and dirt on the film will contain hard particles that can scratch the
emulsion as it passes through a reader or printer. Storing microfilm in closed
metal cabinets usually offers suficient protection against dust in normal
applications. In general, the quality of the image displayed or the paper copy
provided is directly related to the cleanliness of the optical system and the printing
mechanism of the reader/reader-printer. Microfilm’s worst enemy is dust. Dust on
reader screens, mirrors, and other optical elements decreases tight and
illumination levels, sometimes significantly. Dust particles on the film or film-
holding mechanism damage the film and, when enlarged 20 to 40 times, may look
like confetti on the screen and impair readability.

Preventive maintenance will make a considerable difference in the long-term
usability of equipment Use of a dust cover when equipment is not in use is
recommended. Following the manufacturer’s recommendation -- cleaning the
screen, lens, internal mirrors, and condenser elements – should be done on a
routine basis.
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MICROFILMING REPORT

DEPARTMENT/DIVISION:

REQUESTERS NAME: PHONE NUMBER

TITLE OF RECORD:

--------------------------------------------- --.-----------------.----- - ----..-

RECORDS MANAGEMENT USE ONLY
-------------------------- - ------------------------- - .---.----------- --------

CAMERA SET UP: 16mm 35mm

DUPLICATION: HOW MANY COLORS

TITLING:LEFT SIDE MIDDLE RIGHT SIDE

DISPOSITION: STORE AT CENTER HOW LONG

RETURN TO O.FFICE DESTROY AFTER FILMING

OTHER COMMENTS:

--------- - ---- - ---------------------------------------------- - -----------.---

CLERK’S NAME: CAMERA USED:

DATES FILMED: HOURS USED:

,PPLIES USED: ROLLS OF FILM: DUPES MADE:

JOB COMPLETION OATE:

FICHE DELIVERY: BY HAND INTER-OFFICE MAIL:



CHAPTER 12

MICROFILMING RECORDS

AUTHORl~:

The Records Management Section is expressly responsible for microfilming
records, whether or not the ultimate destruction of the original record is involved.

Microfilming is a recommended technique for improving the filing, handllng,
referencing, and reproduction of active and/or inactive records, and microfilming
applications may be proposed:

1. As substitutions for paper and other full-size records where a substantial
savings in time, space, and equipment will result or can be projected.

2. men the quality or quantity of pubhc sewice will be speeded or otherwise
improved.

3. As an integral part of an improved pape~ork management system for
operating procedures.

4. For providing security copies of essential records as a protection against
natural or man-made disasters.

5. For providing economical reference to records retained semi-permanently,
nonhistoricai records retained permanently, or open reference to historical
documents.

For more detailed information call the Records Management Office.
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CHAPTER13

FORMS MANAGEMENT

AUTHORIW:

The Records Management Section is responsible for establishing standards and
developing procedures for the identification, review, and approval of forms to
insure that

A.

B.

c.

D.

E.

F.

G.

H.

Forms and their related procedures are designed to contribute to the
eficiency of operations.

Unnecessary and duplicate forms are eliminated.

Information serving similar functions is consolidated into standard forms
where practical.

The usefulness of forms is increased through proper design.

Costs associated with processing are reduced.

Savings are achieved through efficient procurement and supply
procedures.

The Forms Management Program will consolidate total management of
forms into one responsible area.

New or revised forms should not be introduced into a system without the
proposed form or revision being processed through the Remrds
Management Section.

DEFINITIONS:

a. FORM - All printed material with blank spaces for insefion or choice
of variable data used to record or transmit information.

b. FORM MEMO - Preprinted memoranda with blank spaces and
printed on Memo Letterhead (Form 23) or Commission stationery
(Form 109).

c. FORM LE~ER - Preprinted letters with blank spaces usually with
a salutation and a formal close and printed on a letterhead.

RESPONSIBILITIES:

An effective Forms Management Program requires the accomplishment of specfic
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duties and responsibilities as follows:

The Records Management Section will:

1. Estabhsh standards and develop procedures for the identification, review,
and approval of forms.

2. Provide for the continuing review and analysis of approved forms for need
and design.

3. Provide assistance in the revision of existing forms or in the development
of new forms and related procedures.

4. Establish and publish procedures for the submission, review, approval, and
identification (system of numbering) of forms.

5. Assign a form number and edition date to each approved new or revised
form.

6. Estabhsh an historical file and a functional file of approved forms and
maintain a current list of approved forms.

REVISION OF FORMS:

Forms must be evaluated continuously for format, simplicityand effectiveness.
Once a decision is made to revise a form, the Forms Coordinator will incorporate
the desired changes in a pencil drafi.

CREATION OF NW FORMS:

The following development pattern for creating a new form is essential for
effective forms management:

A. Estabhshina the need. In establishing the need for a new form a complete
analysis of the procedure which the form is to serve must be
accomplished. Analysis will govern the need and design requirements of
the proposed form. These requirements are the basis for forms design.

B. Forms desian. Forms design is the outgrowth of procedures analysis. The
well-designed form will:

1. Facilitate operations.

2. Provide accurate and dependable information.

3. Be economical to print, prepare, and use.
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c. Forms aDproval. Once the need for a new form has been estabhshed and
pencil design drafted, the Forms Coordinator will submit the proposed form
to the Records Management Section for approval. Any changes to the
original pencil design will be coordinated with the originator for proofing
prior to forwarding the proposed form for pfinting. Forms requiring an M-
NCPPC form number are subject to this control.

1. The need for information. In challenging the need for the form or for
the information to be requested, the following questions will assist
in making these determinations:

a. Do the related procedures need revision?

b. Wll the need for the form justify the
preparation and use?

c. IS each proposed item necessa~?

d. Is each copy needed?

work generated by its

e. Can the form be combined with others?

f. Wll the addition of another form, item, or copy simplify work?

D. Principles. Simplicity is the fundamental principle of forms design. In the
interest of simplicity:

1. The sequence of items should be logical.

2. The amount of writing should be minimal.

3. The characteristics of the writing machine used should be utilized to
their fullest.

4. Layout should achieve good visual effect. These principles should
become more meaningful as illustrations and examples of their
application are provided in the following pages.

For more detailed information contact the Records Management Office.
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CHAPTER 14

FILES MANAGEMENT

AUTHORl~:

The Records Management Section is responsible for the establishment of
standards and procedures for the effective management of arranging, filing, and
retrieving of pubhc records within the Commission.

GENERAL

The objectives of files management are as follows:

A. To standardize procedures for the control of both active and inactive files,

B. To provide a system for classifying and organizing department files so that

1. Records can be retrieved rapidly.

2. Completeness of records is insured.

3. The selection and retention of records of archival value are
facilitated.

4. The disposition of noncurrent records is accomplished promptly.

c. To avoid using prime office space and filing equipment for the storage of
noncurrent records.

WPES OF RECORDS:

A. Active Records

Current working records or informational records to which frequent
reference is made. Active records will be maintained in or near the
depafiment responsible for utilizing the files.

B. Inactive Records

When records within the Commission become inadlve (status having been
determined by reference frequency), they will be moved to the storage
center, or destroyed in accordance with the approved retention schedule.
Inactive records are also classified as noncurrent records.
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c. Official and Private Records

All documents defined as records and copies of such documents made or
received by any Commission oficial or employee in the course of
conducting Commission business are “official” records, and are the
prope~ of the Commission. Oficial records, while being used frequently
in the conduct of current business, are maintained in the custody of the
Commission’s “oficial custodian” who is responsible for the functions that
the records document.

GROUPING OF RECORDS:

For purposes of control, records are grouped as follows:

Basic File TvDes

Official records will generally fall into one of the following types:

1. General Correspondence (Subiect File). The records inventory within
the Commission identified many records series which are arranged
by subject. Such record series consist of letters, memorandums,
telegrams, reports, enclosures, and miscellaneous materials
arranged alphabetically by subject.

2. Case Records. “Case Files”, “Project Files”, and “Document Files”
are essentially synonymous terms for the largest single type of file
in the Commission. Records which are case filed contain material
relating to a specific action, event, person, organization, location,
product, or thing. The papers may cover one or many subjects
concerning a case or project but will always be filed by a name or
number under the appropriate subject classification. Typically, a
case file handles a transaction or relationship from its inception to
its close. Case records may be said to be specialized subject
records, the specialization being the “name or numbefl filing feature.
Case working papers consist of the voluminous background and
worting materials accumulated in connection with project type
cases. Files of this type generally consist of suppoting
correspondence, initial drafts, reference material, reports, or
projects, and are of temporary value only...if the record keeper can
distinguish the worKng papers from important case papers, action
should be taken to segregate them. The record keeper may keep
this short-lived correspondence in the same folder with the important
papers, but segregate them within the folder, or they may be filed
in separate folders.

3. Reference Materials. These files are used for material of a reference
value only. They generally consist of reports peri~lcals, special
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studies, and manuals for internal depahment information or
instruct ion.

4. Cards. The physical size and format of cards makes them a logical
separate file group. Common sizes used as indexes, catalogs, or
summaries are 3 by 5 or 5 by 8 inches. Arrangement can be either
alphabetical or numerical. -

5. Film. Tape, or Disk Records. These records have the form of
graphic images or of electronic or other mechanical reproductions
of sounds or coded information. They are usually kept separate
because of their physical characteristics.

PLANNING AND ARRANGING FILES:

A. Official File (Office of Record)

1. Each oficial file shall maintain the permanent and current records
of the ofice it serves. These ofices of record shall be located at
depatimental levels where effective documentation of assigned
functions and responsibilities can be assured.

2. In estabhshing official files, consideration shall be given to the
following:

a. Are the files maintained as near as practicable to the
departmental element that uses the files most frequently?

b. Can arrangements be made for one ofice to service the
records of another when functions are closely related?

c. Can duplicate or convenience files be eliminated?

B. Unnecessaw Filinq

The following measures may be employed to avoid unnecessa~ filing:

1. Ehminate file copies of routine communications which require no
record. such as:

a. Requests received for publications (attach the requesting
letters to material sent).

b. Form letters; when a simple notation on the incoming letter
will sufice, no retained record is necessa~. A copy showing
distribution will sufice.
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c. Copies of letters furnished solely for information, unless it is
known they will be referred to subsequently.

2. Limit “extra copy” files to those which prove necessary to those
off[ces having justification for their maintenance.

3. Reduce the quantity of technical reference documents by clipping
and filing only those articles of importance.

4. Eliminate the fihng of periodicals, brochures, catalogs, and other
printed matter received for general information.

c. Establishing a File Svstem

1. SeDaratina Files Into Basic TvDes. The physical characteristics of
records will govern their initial classification into the following four
basic groups:

a. Conventional paper files such as correspondence, working
papers, case files, etc.

b. Specialized media such as engineering drawings, maps,
punch cards, photographs, etc.

c. Microforms

d. Magnetic tape

2. Subdividing Files Into Record Series. A record series is the largest
practical grouping of separately organized and logically related
materials which are normally used and filed as a unit because they:
1) consist of the same form, 2) relate to the same subject, 3) relate
to the same activity, or 4) have certain common physical chara&
teristics (maps, blueprints, etc.). The prima~ purpose of the record
series grouping is to permit identification of the series as a unit for
purposes of establishing retention periods. Each record series must
have a suitable title and/or numbers to permit positive identification.

Additional considerations which aid the record keeper in deciding
which separate record series to establish are:

a. The disposal factor which takes into consideration the
differing retention periods; for example, working papers are
kept separate from essential papers to facilitate earlier
disposal of the working papers.
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b. The volume factor may influence the need for separating
case records from general correspondence.

c. The completeness factor may require photographs and
correspondence to be combined despite the advantages of
filing records with different physical characteristics separately.

Inasmuch as the file group and the record series are both categories
of records having similar characteristics and retention periods, the
file type (group) and the record series are frequently identical
groups of records. The step of further subdividing the record series
into separate files or collections of 10 to 75 similar papers must now
be determined.

3. Basic Filina Arrangements. After determining which records will be
filed as separate record series, select a method of arranging each
series. Regardless of the fihng arrangement selected, most files
should have a “cutoff which is usually a calendar or fiscal year.
This cutoff will permit the transfer, retirement, or disposal of files in
complete blocks. Documents of continuing value should be retained
in the current block offices so as not to be lost or destroyed when
files become noncurrent and ehgible for destruction.

The nature of the file and its function will suggest the use of one of
the following arrangements:

a. Numerical. This system is used to arrange records normally
identified and referred to by number. As a general rule, with
the exception of subject codes, do not assign numbers to
documents for the sole purpose of file arrangement. This
practice requires the establishment of indexes to locate the
document.

b. Chronological. This system is used to arrange files in date
sequence when the date is the primary means of reference.
it is frequently used as a seconda~ arrangement with other
arrangement patterns.

c. GeoaraDhical (location). In this arrangement, papers are filed
by area, region, count~, state, county, etc., when the
geographical location is the primary means of reference.

d. Organizational. The grouping of documents by the name of
the pertinent organization is the prima~ means of reference;
they are arranged by particular levels of administration and
subdivided by subordinate elements arranged alphabetically
by the organizational designation.
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e, Alphabetical. This arrangement is used to file documents by
name of persons, companies, agencies, etc. in alphabetical
sequence.

f. -. The grouping of documents by subJect is the
primary means of reference.

4. The Files S~ectrum

a. The goal of every filing system is the organization of
information in such a way that the user with a question knows
where to find the answer. Many filing systems, especially
case files, employ the single search criterion-the name of a
person, place, or thing, or the number of the document itseti.
“Case files,” such as alphabetically arranged personnel
folders and transactions files in numeric order, are examples
of simple file structures employing a single search criterion.

b. At the opposite end of the files spectrum are diverse
collections of technical and scientific papers for which users’
needs are often unpredictable. In between these two
extremes of the simple, highly structured case file -and the
complex unstructured file are numerous structured files of
varying degrees of complexity. These files do not lend
themselves to arrangement by name or number and are
known as subject files because the predominant
characteristic of the document is the subject involved.

5. The record keeDer must determine how records ~sers will usually
describe a document when it is needed.

a. ldenti~ng the most frequently used fifing feature. A
correspondence file will develop a much different group of
filing features than a file of forms, reports, or directives.
men a file contains a mixture of these types of documents,
the task of the record keeper is to decide which documents
will be used most frequently. If you are unable to estabhsh
which feature predominates, you must resort to indexes for
reference by more than one filing feature.

Perhaps the second feature may be used as the basis for a
seconda~ arrangement within the primary arrangement. As
an example, the volume of papers within a geographical file
by cities may require a further breakdown by names of
individuals. This arrangement is best if 1) “cities” are the
most frequently used feature of the entire file group, and 2)
users will call for papers more frequently by “names of

-53-



persons” within any one city than by any other feature. Other
subarrangements are organizations within geographical
locations, or names within subjects.

b. Selecting the best fihng arrangement. For each of the
following types of records, select an arrangement based upon
the features which predominate.

1) Correspondence. Users will request letters,
memorandums, and telegrams by one or more of the
following six filing features.

(a)

(b)

(c)

(d)

(e)

(9

surnames (names or titles). of individuals or
organizations.

names (titles) of projects, products,
transactions, or things.

locations (geographic or political divisions).

numbers (symbols) assigned to transactions,
commodities, Locations, projetis, individuals, or
organizational units.

dates prepared or used.

subject topic describing the informational
content.

2) m. The most common filing features of a form are:

(a) title of form (presumably the form subject).

(b) surnames (names or titles) of individuals or
organizations.

(c) numbers (symbols) assigned for transaction
control or other identification.

(d) dates.

3) Reports. Some principal filing features of reports,
namely:

(a) title of report (presumably the main subject).

(b) subjects in addition to the main subject.
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(c) surname of author.

(d) name of originating organization.

(e) number of project or contract with which
identified.

(9 number assigned for control.

(9) date of issuance.

Some file systems place recurring or periodic reports
under a category “reports”, subarranged by report title
or by form title if the report is a form.

4) Directives. Directives have a system of their own.
They are filed numerically in accordance with the
Commission’s system, in looseleaf binders.

c. Choosing how the feature will be captioned. men the
selection of the most frequently used feature has been made,
the record keeper must decide how that feature should be
worded onthefolder labels. This solution, in turn, will control
the arrangement of folders in the file.

6. The SusDense Hle

The suspense file is an essential element of any files management
operation used to provide a simple and eficient method for handling
files or documents that will require attention at a future date. The
contents of the file will consist principally of material charged out of
the various files of the ofice; however, any document,
memorandum, or informal note may be placed in the file for action
at a future date.

1. PurDose. The suspense file seines the following purposes:

a. It ensures the return of file material to a specified
person on a given date.

b. It eliminates the necessity for maintaining various
types of reminders to take certain future action.

c. It discourages persons from keeping file material in or
on their desks for long periods of time while awaiting
reports or future action.
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d. It provides a simple but e~cient method whereby file
matetial may, though in a suspended state, be readily
available for use.

2. ODeration. To set up a suspense file, take 31 file folders and
number them from 1 to 21, placing each number on the tab
of the file folder. Next, depending on the magnitude of the
ofi~ operation involved, take two letter size file guides and
prepare inserts showing the current month and the following
month; or label a file guide for each of the 12 months. Set
the guides in a file drawer with the folders arranged in
numerical sequence behind the guide for the current month.
Each morning inspect the suspense folder for that day.
Remove material found there and deliver it to the person
requesting its return. Then place the file folder in its correct
numerical sequence behind the guide for the following month.
men correspondence, documents, or files are received
marked forsuspense, proceed as follows:

a. Prepare a charge-out form in the usual way except
that in the space provided for “date charged out” write
the word “suspense” and the date when k is to be
returned to the person requesting it.

b. File the charge-out form where the material would
normally be filed if suspense were not requested.

c. File the material in the suspense file behind the
appropriate month guide and in the folder
corresponding to the date when material is to be
needed.
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